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Job Title:  
 

Quality Assurance Coordinator – Program Reviews 

Department:  
 

Office of the Associate Vice-President, Academic 
 

Reports To:  
 

Director, Academic Quality Assurance and Continuous Improvement 

Jobs Reporting: 
 

None 

Salary Grade: 
 

7 

Effective Date: 
 

January 2023 

 

Primary Purpose 

The Quality Assurance Coordinator — Program Review (QAC-PR) reports to the Director, Academic 
Quality Assurance and Continuous Improvement (AQACI), and has primary responsibility for the day-to-
day implementation and facilitation of the University’s quality assurance and continuous improvement 
initiatives and activities. The largest share of these activities are related to the University’s Institutional 
Quality Assurance Process (IQAP) under the Ontario Universities Council on Quality Assurance (Quality 
Council).  It also includes initiatives and activities that do not fall under the IQAP such as cross-University 
initiatives (e.g., the Undergraduate Communications Outcomes) and non-credit credentials and micro-
credentials (as offered, for instance, by WatSPEED).  
 
To successfully play this role, the Coordinator must exercise independent judgment and make timely and 
correct decisions when advising academic programs. The Coordinator must maintain effective working 
relationships with relevant staff in other units (the Centre for Teaching Excellence (CTE); Institutional 
Analysis and Planning (IAP); Graduate Studies and Postdoctoral Affairs (GSPA); Equity, Diversity, 
Indigenization and Anti-Racism (EDI-R)) so that support from those units can be coordinated to facilitate 
completion of AQACI processes.   
 
Because the Coordinator is well-positioned to understand the operational details of the process, the 
Coordinator plays an essential role designing and implementing adjustments to the University’s AQACI 
activities to make them more efficient and effective. The Coordinator also offers direct support to programs 
completing IQAP self-studies.   

 
 

Key Accountabilities 

 

Quality Assurance Communications & Relationship Building 

• Annually, for each program scheduled for review, establish and maintain communication with the 

relevant Chair/Director and their administrative staff 

• Develop and nurture working relationships with the Graduate Studies and Postdoctoral Affairs 
(GSPA), and academic support units involved with AQACI (e.g., IAP, CTE, CEE, Library, CEL, EDI-
R, Teaching Assessment Processes (TAP); , RO, Accessibility, WatSPEED, Alumni Relations, 
Academic Integrity, etc.) and the rest of the AQACI team (the Director, Coordinator — New Program 
Programs and Research, the AVPA and the AVP GSPA).   

• Maintain and update the IQAP internal document sharing websites for cyclical program reviews 

(e.g., SharePoint, MS Teams);  

• Update and post the academic program review schedule on the Academic Program Review website 
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• Proactively engage in awareness building and the promotion of IQAP activities to campus, 

highlighting the value of the review process and continuous improvement. 

• Participate in annual Quality Council (QC) Key Contact meetings to network with QA colleagues at 

other universities and participate in relevant QA information sessions and/or workshops  

• Participate in the QC Learning Outcomes symposium, as appropriate  

Support Cyclical Program Reviews (CPRs) 

• Acquire and maintain an intimate familiarity with the Quality Council Quality Assurance Framework 

and Waterloo’s IQAP and procedures 

• Organize information sessions for programs undertaking a cyclical program review (CPR). Currently 

these include an introductory session at the start of the process and, in partnership with other 

relevant ASU’s (e.g., CTE, IAP, GSPA, EDI-R, Alumni Relations, Academic Integrity), a number of 

“just-in-time” workshops covering key components of the self-study (e.g., data analysis; learning 

outcomes and curriculum maps; equity, Indigenization and Anti-Racism) 

• Provide a “concierge service” and expert advice for academic programs under review, facilitating 

their timely access to support from relevant academic support units supporting AQACI work (e.g., 

IAP, , CTE, CEE, Library, CEL, EDI-R) 

• Prepare and distribute documents related to CPR, including but not limited to templates, information 

sheets, data updates for self-studies 

• Act as first-point of contact for programs with questions during the preparation of AQACI or IQAP 

material, including consulting with programs during the preparation of IQAP-related material and 

assisting with the completion of the institutional reports 

• Provide critical feedback on drafts and final versions of Self-Study reports, particularly on learning 

outcomes, level of completion, and breadth of consultation and reflection 

• Coordinate and facilitate focus groups for CPR programs and provide transcripts and other 

supplemental information, as appropriate, to the program 

• For AQACI processes which require external reviewers, research and provide preliminary rankings 

of potential external reviewers recommended by programs for final approval by the relevant 

Associate Vice-President or designate  

• Work with the Administrative Manager and Assistant to the AVPA (AMAA) and meeting with 

program Chair/Director and other program staff, as needed, to coordinate site visits when  required 

for AQACI processes  

Monitoring and reporting on Quality Assurance activity 

• Regularly update tracking spreadsheets related to cyclical reviews With input from the Coordinator 

— New Programs and Research (C-NPR), prepare drafts of the documentation required annually by 

the Quality Council (QC) for review by the Director in time for modification, review by the relevant 

AVPs, and submission to the QC (e.g., list of major modifications and Final Assessment Reports) 

• Provide information to the Director for the preparation of annual Accountability Status Reports to the 

Board of Governors  

• In collaboration with the C-NPR and the AMAA, maintain records for AQACI activities as required by 

the IQAP, QAF audit requirements or other internal University records requirements  

Support Continuous Improvement of AQACI processes 

• Working with the Communications Associate in the AVPA Office, the Director, and the C-NPR, 

periodically consider whether the AQACI website should be updated  
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• Determine how the handling of internal documents can be streamlined for efficiency and 

effectiveness 

•  Help supervise co-op students who might be assigned the task of modifying the website or internal 

document systems 

• Assist with the development, dissemination, and analysis of a survey to be sent to programs post-

CPR for AQACI’s continuous improvement 

• Prepare results and recommendations for the Director based on survey findings 

• Based on knowledge acquired by close interaction with those preparing program reviews, and 

consulting with the Director and the AVPA as appropriate for major changes, implement 

improvements to AQACI processes to streamline them or make them more efficient and effective in 

other ways  

Advise the Director on upgrades to existing AQACI information sessions and training, and what new 

information or training would be useful; provide advice and support for the development of changes 

to information and training the Director decides to implement 

• Participate in regular reviews of materials provided by the AQACI office in support of AQACI 

processes (e.g., templates, tables of data, advice documents) to consider improvements  

Back-up in the AQACI Team 

• Maintain an understanding of the roles of other members of the AQACI Office. Serve, as 

appropriate, as delegate for other Office members, as a fill-in during periods of illness, or as a 

support for other roles when workload imbalances require it.  

 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• University degree in a relevant discipline (e.g., Public Administration, Education, or another 
discipline requiring the development of superior communication skills) or equivalent experience. 

• Master’s degree is an asset 

Experience 

• Experience in the post-secondary education sector, and knowledge of the University’s academic 

and support units 

• Knowledge of quality assurance processes is an asset 

• Minimum three years in an administrative or project support position of experience managing 

complex projects that have multiple stakeholders. 

Knowledge/Skills/Abilities 

• Well-honed communication skills, both written and verbal, and comfort speaking in front of large 

groups 

• Understanding of the principles and current issues in quality assurance and continuous 

improvement  

• Outstanding attention to detail 
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• Strong organizational skills, ability to prioritize tasks, and work to internal and external deadlines 

• Ability to monitor and follow-up on a large volume of complex tasks  

• Strong writing, editing, and proofreading skills  

• Experience drafting reports, briefing materials and presenting to a range of audiences including 

senior administrators 

• Excellent interpersonal skills 

• Track record of demonstrating tact, diplomacy, and flexibility 

• Comfort working as a member of cross-functional teams and working on multiple projects 

• Ability to work with high level of independence  

• Experience with the collection and analysis of qualitative and quantitative data is an asset  

• Demonstrated level of competence and professionalism appropriate to represent the AQACI Office 

to the university community and peers from other institutions. 

• High level of technological proficiency and data management using MS Office products, WMCS or 

website maintenance, and SharePoint 

 
Nature and Scope  
• Contacts: Works closely with the Director, Academic Quality Assurance and Continuous 

Improvement, the C-NPR, the AVPA, the AVP GSPA, and the AMAA. Maintains strong working 
relationships with relevant staff members in other ASUs. During preparation of materials for program 
reviews, serves as first point of contact between the AQACI Office and the leadership and support staff 
in academic departments. During academic governance meetings (e.g., Senate Undergraduate 
Council, Senate Graduate and Research Council), interacts with Associate Deans and leadership of 
student groups  

• Level of Responsibility: The academic AQACI processes involve a substantial investment of 
resources and are recognized as an important mechanism for advancing the strategic goals of the 
University. Inefficiencies and failures within the AQACI office have real costs. The Coordinator is 
fundamental to the smooth functioning of AQACI processes 

• Decision-Making Authority: This position involves substantial independent work and involves many 
day-to-day decisions and also frequent decisions about novel situations that arise for situations 
somewhat outside the norms presumed when processes were put in place. The incumbent needs to 
understand when a situation is sufficiently important to involve the Director (and possibly the AVPs).    

• Physical and Sensory Demands:  Generally, the minimal demands typical of an administrative 
position within an office environment. Also involves giving presentations, conducting workshops, and 
like interaction with groups.   

• Working Environment: Minimal exposure to disagreeable conditions typical of an administrative 
position. Will work in an office environment and conduct meetings across campus. The role involves  
occasional travel for professional development. Nature of responsibilities will sometimes require work 
in evenings and weekends.  The Office of the AVPA has partial work-from-home options when these 
are consistent with the requirements of a staff member’s job   


