Job Description
Job Title:

Manager, Human Rights, Equity and Inclusion

Department:

Associate Vice-President, Human Rights, Equity and Inclusion

Reports To:

Associate Vice-President, Human Rights, Equity and Inclusion

Jobs Reporting:

Administrative and Communications Coordinator, Indigenization Coordinator,
Events Coordinator

Salary Grade:

USG 10

Effective Date:

February 2018

Primary Purpose
The Manager, Human Rights, Equity and Inclusion will provide efficient and effective leadership in
program management, financial management, outreach, and supervisory responsibilities. They will act as
a liaison for the Associate Vice-President, Human Rights, Equity and Inclusion with diverse stakeholder
groups on campus (students, staff, faculty and senior administrators) and off (community groups, global
corporations, leading universities) to promote equity and inclusion while increasing campus and
community engagement, and encouraging positive relationships locally, nationally, and internationally.
Key Accountabilities
Communications and Engagement Strategy Creation
 In collaboration with the AVP, leads the development of a strategic mandate across campus in
relation to the Human Rights, Equity and Inclusion portfolio
 Leads the identification and creation of the Human Rights, Equity and Inclusion Office “Brand”, and
associated communication materials, promotional elements, and other branded materials
 Leads the development of an outreach strategy that engages campus stakeholders on Human
Rights, Equity and Inclusion opportunities and issues. Assesses and recommends new strategies,
initiatives, events and programs to promote a culture of equity, inclusion, and diversity and build
campus engagement
Supervisory or People Management
 Responsible for the management of the Events Coordinator, Indigenization Coordinator and the
Administrative and Communications Coordinator and their associated work portfolios related to
events, administration, communications and Indigenization Strategy
 Leads the creation of work plans, job development and professional development plans in
consultation with each direct report
 Performs annual performance reviews of the those positions
 Provides daily direction and supervision of tasks
 Provides line management problem solving and guidance, acting as a resource for each direct
report
Program Management
 Dedicated project leader on certain programs/events/meetings including development, execution
and evaluation
 Approves project plans and has authority to make key decisions
 Employs project management approaches to ensure that equity strategies, events and initiatives are
effectively and efficiently managed
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Assesses and recommends new strategies, initiatives, events and programs to promote a culture of
equity, inclusion, and diversity and build campus engagement
Financial and Administrative Management
 Owns and manages the Key “Tree” for the unit’s offices
 Acts as Hiring Manager for specific hires
 Creates job descriptions and uploads to the HR system
 Creates budget plan for HREI unit
 Identifies and proposes ways to ensure funds within organizational unit are used responsibly and
effectively
 Responsible for management of operating accounts and special purpose accounts for the Office
 Responsible to approve budgetary spending under $25,000 for all team members
 Reviews and Approves Concur expenses
 Briefs the AVP on financial matters affecting the Office
 Ensures the day-to-day financial activities of the Office are carried out according to best practices
and comply with University policy and procedures
 Manages spending of approved budgets and provides advice relating to expenditures
 Acts as internal controller, monitors all accounts and investigates over expenditures or irregularities
 Reconciles all accounts monthly
 Ensures all bills are paid within the current fiscal year
 This position is responsible for management of operating and special purpose accounts, financial
reporting, paying invoices and reconciling expense accounts for the Office.
Required Qualifications
Education
 University degree required.
 A combination of equivalent education and experience will be considered.
Experience
 Demonstrated experience working effectively in a fast-paced environment with an exceptional ability
to multitask in a highly dynamic environment.
 Demonstrated experience and content knowledge of various equity seeking groups with particular
experience with Indigenization that will aid the development of programs events, materials, reports,
and presentations.
 Experience managing a budget.
 Advanced experience with Microsoft Office programs, SharePoint, Adobe Acrobat Professional,
digital communications, and the Waterloo Content Management System.
Knowledge/Skills/Abilities
 Thorough knowledge of the university, its policies and procedures, and a proven ability to manage
people, large volumes of work, conflicting priorities, and competing deadlines.
 Collaborative team player comfortable leading as well as executing and taking constructive input
from multiple sources.
 Ability to provide unobtrusive support to the AVP and the ability to lead the AVP’s team by earning
the trust and confidence of them.
 Communicates effectively, precisely and professionally with internal and external sources.
 Proactive in anticipating the needs of the AVP and ability to manage tight deadlines.
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Excellent communication, problem solving, organization, creative thinking, interpersonal, technical
and writing skills. Ability to think strategically and with a high capacity for work including a
willingness to work flexible hours.
Strong project management skills.
Exceptional service skills acquired in a university setting or a multi-stakeholder environment.

Nature and Scope
 Contacts:
Internally, communicates with senior administration, students, faculty and staff. Externally with
community groups and various stakeholders.
 Level of Responsibility:
The Manager Human Rights, Equity and Inclusion is responsible for providing support, advice and
assistance to the AVP in all areas of their work. This position is responsible for the direction and
management of the day-to-day oversights of other positions within the AVP’s portfolio.







The Manager Human Rights, Equity and Inclusion will use judgement to assist in the formulation of
decisions in a highly confidential environment and will be involved in developing recommendations to
settle highly sensitive, confidential matters that are critical to the university.
Decision-Making Authority:
The Manager Human Rights, Equity and Inclusion is expected to be self-directed in executing her/his
responsibilities. The role has a mix of defined, specialized, routine, and non-routine tasks and requires
sound judgment, tact, and discretion in juggling and executing these responsibilities. The Manager
Human Rights, Equity and Inclusion will make recommendations to the Associate Vice-President
regarding the execution of their responsibilities.
Makes decisions when required on behalf of the AVP and seeks expert advice when required.
Provides continuity in the absence of the Associate Vice-President and has discretion to make
decisions that are in line with the strategy and goals of the equity mandate. Makes decisions on project
and event management, budget spending and recommendations on staffing and resources in the
Office when the need arises.
Physical and Sensory Demands:
Minimal demands typical of a position operating within an office environment.
This position works independently and collaboratively and requires sound judgment, a strong work
ethic and an ability to work under very challenging time constrains with competing priorities. Flexibility
in working hours, thoroughness, accuracy, attention to detail and professionalism are required.
Working Environment:
Minimal exposure to disagreeable conditions. There can be a lack of control over work pace due to
irregular and/or high volumes of work and multiple and/or tight, unalterable deadlines, and frequent
interruptions.
Reporting to the Associate Vice-President are the Director of Conflict Management and Human Rights,
the Director of Equity and the Sexual Violence Coordinator. The Manager Human Rights, Equity and
Inclusion must maintain a strong relationship with these direct reports as well as members of the VicePresident Academic and Provost Office.

