
THIS POSTING LISTS THE CURRENT UBC VACANCIES AS OF Date:01-AUG-2011

PLEASE POST ON A BULLETIN BOARD IN A CONSPICUOUS PLACE

THE UNIVERSITY OF BRITISH COLUMBIA

APPLICATION INSTRUCTIONS 

 

All career opportunities can be accessed at:  www.hr.ubc.ca careers

INTERNAL APPLICANTS 

Internal applicants will apply for positions using the myCareer feature in the self-service web portal, accessible by logging in

with their Campus Wide Log-in (CWL) ID.

EXTERNAL APPLICANTS 

External applicants will create their online profile by visiting www.hr.ubc.ca careers. Once you have selected the position you

would like to apply for, you can create your online profile and upload your resume.

For those wishing to apply using a paper format, please submit an application resume for each position for which you wish to be

considered, by specifying the Position and Job ID, to:

THE UNIVERSITY OF BRITISH COLUMBIA 

Human Resources 

350-2075 Wesbrook Mall 

Vancouver, BC 

V6T 1Z1

The Job Posting does not imply that any applicant will necessarily be selected for the position, nor is the classification as

listed a commitment by the University to appoint an applicant to the classification.

Applications for each of the following vacancies should be submitted by 11:59PM on the posting close date.

VIEW OUR CAREER OPPORTUNITIES WEEKLY 

Sign up for Job Alerts within myCareer to receive email notifications when new opportunities are posted online. 

 

VIEW YOUR APPLICATION STATUS 

View the status of your application(s) by logging into myCareer.  You can also choose to apply for multiple job postings at the

same time.

Note: Unless otherwise indicated, positions are full-time Monday to Friday. 

Research Grants, Capital Funds and Self-supporting positions can be continued only as long as funds are available. 

 

UBC hires on the basis of merit and is committed to employment equity. We encourage all qualified persons to apply.
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Job Posting

Job ID:               10854

Location:             Kelowna - UBC Okanagan

Employment Group:     BCGEU UBC-Okanagan

Job Category:         Clerical - BCGEU

Classification Title: Clerk IV Business Title: Auxiliary Clerical/Secretarial Staff

Department:           UBCO - Human Resources

Salary:     $  19.13 (Hourly) 

Full/Part Time:       Part-Time

Desired Start Date:   2011-08-15 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                BCGEU (UBCO) - Auxiliary

Date Closed:          2011-08-05 Available Openings: 1

Job Summary

The Human Resources Department at UBC's Okanagan campus is currently seeking a qualified talent pool to meet the temporary

employment needs of the campus community.  UBC offers a wide variety of interesting short term and long term positions, whether it

is answering phones, typing documents, taking minutes, organizing meetings, travel arrangements, scheduling appointments or

helping students at the counter, UBC has it all!

Organizational Status

The UBC Auxiliary pool at the Okanagan location is coordinated through the Human Resources Department.

Work Performed

Are you flexible and do you like variety? Do you enjoy working in a diverse environment and excel at customer service? Most of our

placements are secretarial and clerical positions, but we also have demand for administrative, clinical secretarial and facilities

maintenance staff. Our auxiliary casual positions are short-term temporary positions that can either be par-time or full-time. 

The duration of the appointment can range anywhere from 1 day up until 5 months and duties will vary depending on assignment.

Supervision Received

Dependent on the department and or faculty to which assigned.

Supervision Given

None.

Consequence of Error/Judgement

Errors of judgment, untimely or inaccurate advice, and inappropriate decisions on procedures or polices could reflect negatively

on UBC's Okanagan campus.

Qualifications

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  2



High School graduation. Post secondary education in office administration is preferred or a combination of education and

experience.  Ability to be flexible and adaptable and to maintain a level of professionalism. Ability to maintain accuracy and

attention to detail. Ability to communicate effectively verbally and in writing. Ability to create and accurately maintain record

and filing systems. Ability to effectively manage multiple tasks and priorities. Ability to effectively use Microsoft applications

at an intermediate level (e.g., Outlook, MS Word, MS Excel). Ability to perform word processing at 50 words per minute. Ability to

work effectively independently and in a team environment. Ability to provide quality custsomer service in a courteous, patient

manner. Ability to exercise tact and discretion. Ability to prioritize and work effectively under pressure to meet deadlines.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10866

Location:             Kelowna - UBC Okanagan

Employment Group:     BCGEU UBC-Okanagan

Job Category:         Research/Technical - BCGEU

Classification Title: Technician III Business Title: Laboratory Technician III

Department:           UBCO-Faculty of AppliedScience

Salary:   $38,604.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-15 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-05 Available Openings: 1

Job Summary

Provides support to the School of Engineering teaching and research facilities, including support facilities such as machine

shops, welding shops and paint shops. As a function of this position the incumbent will be responsible to configure laboratory

setups in advance of student usage, perform periodic maintenance on School equipment, assist the Instructors as necessary and

ensure that all safety equipment is maintained.  

 

Incumbent will be responsible to perform fabrication and assembly of complex equipment and test fixtures for use in teaching and

research facilities. Understands and maintains equipment and lab manuals, university safety guidelines, purchasing and receiving

guidelines.

Organizational Status

This position will require the incumbent to work closely with supervisor, staff and faculty to assure projects, laboratories and

research schedules are met and that all safety aspects are implemented. This position will be responsible for ordering equipment

and will require constant contact with vendors and Supply Management to facilitate the School of Engineering's ordering and

receiving requirements.

Work Performed

1.Provides support to the School of Engineering to ensure all safety aspects are implemented by: 

Maintaining and servicing safety equipment such as eye wash stations and safety showers.  

Verifying tools and lab equipment have proper safety guidelines in place prior to use. 

Keeping first aid kits properly stocked and ordering supplies when stock is expended or expired. 

Maintaining MSDS (Material Safety Data Sheets) manuals as equipment or supplies are added to labs. 

Providing support on the use of safety equipment for the School. 

Implementing safety guidelines as provided by the University health and safety office. 

Understanding and following guidelines as provided by the WHMIS (Workplace Hazardous Materials Information System) program.  

 

2.Provides support to the School of Engineering to ensure projects, laboratories and research schedules are met by: 

Setting up labs to meet teaching schedules, utilizing lab manuals and approved School procedures including lab setup.  

Assisting lab instructors when necessary and putting equipment in its proper place upon completion of lab sessions.  
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Servicing and maintaining test equipment as per established maintenance schedules and manufacturers specifications. 

Assisting in equipment setup and repairing equipment if necessary. 

Ordering replacement parts and maintaining a minimal stock of expendable items. 

Assembling and testing equipment prior to use in the lab to verify proper operational status. 

Building or fabricating test setups as needed and as per instructions from faculty or the Laboratory Manager using sketches,

schematics and functional drawings.  

Understanding equipment functions and usage and assisting in the instruction of the care and use of equipment to students.  

Understanding the use and operation of equipment and assisting in instruction to lab personal. 

 

3.Provides the School of Engineering with ordering and inventory support by:  

Researching vendors for proper equipment, filling out purchase order forms and turning them in for approval.  

Order lab equipment and supplies. 

Receiving equipment and supplies, and then distributes items to the appropriate lab locations.  

Performing local pick up and delivery of ordered equipment and stock using School owned vehicles.  

Updating the Schools inventory database, keeping accurate records of all equipment purchased and their locations within the

School. 

Performing periodic inventories of expendable items to maintain adequate stock for teaching labs.  

Assisting in the performance of an annual inventory of all School equipment.  

Updating records of each lab's required equipment when changes are implemented. 

 

4.Provides support to the vehicle maintenance program by:  

Maintaining records of services performed on the vehicles. 

Delivering the vehicles to dealership for maintenance and repairs. 

Ensuring normal maintenance, such as oil changes, tire rotation etc., is performed on a regularly scheduled timetable by the

appropriate service provider and performing minor maintenance such as topping off of washer fluids, checking tire pressures and

fluid levels and cleaning of the vehicles.  

 

5.Performs other duties as required by the Director or the Laboratory Manager of the School of Engineering.

Supervision Received

Based on schedules and lab requirements, the technician is expected to work independently with minimal supervision but will work

closely with the Lab Manager to resolve technical issues and to implement changes within the labs.

Supervision Given

The incumbent may assist in the supervision and training of employees and students in support of lab projects and teaching labs.

Consequence of Error/Judgement

Judgment requires a thorough understanding of the policies and procedures as prescribed by the University and the Faculty of

Applied Science and the School of Engineering.  

The incumbent will be required to work independently with minimal supervision and is expected to perform duties in a precise and

timely manner.  

 

Student and lab safety is paramount. Failure to follow safety guidelines could result in personal injury or equipment damage.

Improper time management could lead to delays in labs and adversely affect the outcomes of the labs. Poorly maintained equipment

could cause injury to students or be detrimental to the outcome of experiments causing loss of time and valuable research

information.

Qualifications
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Post secondary degree or diploma in electrical or mechanical disciplines (or comparable experience) with a minimum of two years

experience in a manufacturing or educational laboratory environment.  First Aid and WHMIS (Workplace Hazardous Materials

Information System)  certification is an asset.  Excellent computer skills using Microsoft Office products and the ability to

learn new systems as they come on line. Some electrical and electronic fabrication experience is an asset.  Ability to work with

basic hand tools, electrical   electronics equipment and soldering equipment required. Effective oral and written communication,

organizational and interpersonal skills are required.  Ability to carry out complex tasks with little supervision. Ability to work

independently or within a team with minimal supervision is expected.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10919

Location:             Kelowna - UBC Okanagan

Employment Group:     BCGEU UBC-Okanagan

Job Category:         Research/Technical - BCGEU

Classification Title: Technician III Business Title: Technician III

Department:           UBCO-BarberArts&SciencesUnit 4

Salary:     $  21.21 (Hourly) 

Full/Part Time:       Part-Time

Desired Start Date:   2011-09-01

Job End Date:         2012-08-30

Funding Type:         Budget Funded

Other:                BCGEU (UBCO) - Auxiliary

Date Closed:          2011-08-09 Available Openings: 1

Job Summary

To define, monitor and maintain software programs, accounts, settings, equipment, and data environments for the Computer Science

students and faculty.

Organizational Status

The Computer Science Lab Technician reports to the Head of Unit 4.  The technician interacts with the Faculty, IT Services and

Teaching Assistants.

Work Performed

1.	Provides assistance in teaching labs by: 

-	Monitoring of MSDNAA access for students: ongoing account maintenance for Computer Science MSDNAA subscription. 

-	Acting as a link with IT, Media and Classroom Services for software installation and maintenance. 

 

2.	Provides lab preparation by: 

-	Cooperating with IT, Media and Classroom Services to ensure that instructional software is installed and working in accordance

with established practices, standards and technologies, as requested by Computer Science Faculty. 

-	Prepping data environments or software settings to support instructional labs. 

-	Setting up accounts for server access, etc. through IT, Media and Classroom Services. 

 

3.	Provides lab maintenance by: 

-	Ensuring lab and all lab equipment is in working order and up to standards. 

-	Performing first level troubleshooting for any issues in the computer lab. 

-	Informing IT, Media and Classroom Services of service and lab software upgrades and patches, as required. 

 

4.	May be required to liaise with Faculty and or IT Media and Classroom Services to write (programs and scripts) and maintain

instructional software tools for internal purposes. 

 

5.	Performs other related duties as required.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  7



Supervision Received

This position reports to the Unit Head, but receives minimal supervision.  Employee will be expected to execute their assigned

tasks independently.  This position may receive direction from other faculty members who they are assisting.  Unit Head faculty

may direct the employee to purchase certain items or to report problems.

Supervision Given

This person will have no supervisory tasks.  No teaching duties are associated with this position.

Consequence of Error/Judgement

Lack of judgment or errors will negatively affect teaching effectiveness and may have budgetary consequences.

Qualifications

Undergraduate degree in a Computer Science related field required. B.SC. with a major in Computer Science or equivalent preferred.

A minimum of one year related experience, or the equivalent combination of education and experience.  Effective communication,

organizational and time-management skills, a reasonable level of physical fitness and the ability to work well both independently

and within a team environment is critical. Attention to detail is essential.  Ability to communicate effectively verbally and in

writing.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10875

Location:             Kelowna - UBC Okanagan

Employment Group:     BCGEU UBC-Okanagan

Job Category:         Trades - BCGEU

Classification Title: Facilities Services Worker I Business Title: Facilities Services Worker I

Department:           UBCO - Facilities Management

Salary:     $  17.86 (Hourly) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-22 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                BCGEU (UBCO) - Auxiliary

Date Closed:          2011-08-06 Available Openings: 1

Job Summary

The Human Resources Department at UBC Okanagan is currently seeking a qualified talent pool to meet the facilities services needs

of the campus community.

Organizational Status

The UBC Okanagan Auxiliary pool is coordinated through the Human Resources department.

Work Performed

Duties vary per assignment.

Supervision Received

Dependent on the department and or faculty assigned.

Supervision Given

Auxiliary positions typically are not responsible for direct supervision of any staff.

Consequence of Error/Judgement

Errors of judgment, untimely or inaccurate device and inappropriate decisions on procedures or policies could negatively affect

the University.

Qualifications

High School graduation supplemented with vocational trades training is required.  A minimum of one year related experience is

preferred.  A combination of education and experience will be considered.  Effective interpersonal and communication skills are

required. Computer skills are an asset. Experience in shipping and receiving is preferred. Physical ability to perform the duties

of the job (e.g., lifting, standing, working at heights, operating forklifts).
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UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10855

Location:             Kelowna - UBC Okanagan

Employment Group:     BCGEU UBC-Okanagan

Job Category:         Trades - BCGEU

Classification Title: Facilities Services Worker III Business Title: Central Receiving and Mailing Services Attendant

Department:           UBCO - Supply Management

Salary:   $34,812.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-22 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-02 Available Openings: 1

Job Summary

Under the direction of the Strategic Sourcing, UBC Okanagan Team Lead and the general direction of the Associate Director,

Strategic Sourcing, the incumbent(s) will receive, verify and deliver goods and campus mail, handle and disperse materials, enter

Purchase Orders receiving information into PeopleSoft system, enter Purchase Requisitions into PeopleSoft, operate and maintain

the mailing system and all associated mailing services, expedite orders, maintain Central Receiving inventory, general campus

mailing services, and perform other related duties as required.

Organizational Status

The incumbent(s) report to the UBC Okanagan Team Lead, Strategic Sourcing, and provide functional warehouse and mailing duties and

liaise with all staff in UBC departments providing shipping, receiving and mailing services. Contact with various groups is mainly

related to the effective receipt and delivery of goods, ensuring that the Central Receiving and Campus Mailing Service is safe and

hazardous materials are controlled and handled properly, and the general interaction with students and the public are positive.

Work Performed

1.	Manages the day-to-day development, operation and organization of the Central Receiving and Campus Mail by: 

-Receiving, unpacking, checking, storing and or delivering incoming materials while ensuring goods are received as per

specifications or packing slips.  

-Obtaining or providing signatures for various registered, courier and other mail parcels goods that are directly distributed or

received. 

-Prioritizing workload to insure crucial items such as live, refrigerated or frozen product, are delivered in a timely manner and

stored in the correct conditions. 

-Resolving discrepancies (damages, shortages, other shipping errors), negotiating and processing claims with vendors carriers

including identifying and returning damaged goods to suppliers; and completing appropriate documentation.  

-Arranging replacement goods and receiving updated estimated time of arrival (ETA's) for the damaged or defective product

replacements.  

-Inspecting and preparing materials for shipment; determining the most cost effective and efficient method of transportation. 

-Sorting, organizing and delivering materials, mail, equipment, and supplies and completing corresponding dispersal slips and

updating the system to track delivery. 

-Picking-up and delivering mail on a regular basis as well as 'on call' when required. 
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-Developing and maintaining contacts with Canada Post official, other mail service providers and suppliers keeping current with

postal regulations and responding to general enquiries to ensure mail services standards are maintained. 

-Acting as liaison with administration for accounts payable and billing to verify financial fluctuations as required. 

-Acting as liaison with departments of the University to receive and return trade show and event exhibition material as required.

Completing billing documentation for long term storage to the appropriate department.  

-Procuring pre-approved minor day-to-day consumables and courier costs for Central Receiving and Campus Mail. 

 

2. .	Ensures that the Central Receiving and Campus Mailing Service is safe and hazardous materials are controlled by:  

-Receiving, checking and providing temporary storage of highly hazardous materials such as Sulfuric Acid, Hydrochloric Acid,

Hydrogen Cyanide, Ammonia Nitrates etc. 

-Preparing, handling and delivering special shipments such as highly hazardous materials according to Dangerous Goods Regulations

and with appropriate documentation. 

-Assessing the potential risk of any hazardous spills and controlling public safety around the hazardous site.  

-Rectifying spill in accordance with safety regulations and disposing of materials in a safe and environmental manner.  

-Documenting all incidences appropriately. 

 

3.	Maintains Central Receiving inventory by: 

-Maintaining warehouse and mail inventory, including physical counts, updating corresponding records in the database and producing

reports ensuring no interruption to operations.  

-Maintaining and tagging capital assets inventory, conducting inventory counts of capital equipment, entering information into

third party database to track and producing reports. 

-Liaising with end users for Asset Management, updating equipment relocation information, and ensuring records are accurate and

updated.  

-Assisting with disposal of equipment and supplies classified as surplus including appraising goods, arranging for pick up in

accordance with the Surplus Equipment Recycling Facility (SERF) program.  

 

4.	Maintains documentation and reports for Central Receiving and Mail Services by: 

-Verifying and signing delivery slips and performing necessary data entry.  

-Verifying packing slips against Purchase Orders, order documents and goods received to ensure a three-way match where

appropriate. 

-Utilizing the Computerized Mail Accounting System to generate job specific reports including the preparation of monthly Cost by

Department files and compiling operational statistics on incoming and outgoing mail flow. 

-Preparing and completing computerized PeopleSoft Purchase Order Delivery Reports and Daily Summary Reports.  

-Processing Purchase Requisitions in a timely manner to ensure Purchase Orders are completed and targets are met for the Supply

Management's Key Performance Indicator (KPI). 

-Expediting all late Purchase Orders, or delayed mail deliveries, advising end users of expected product delivery time and

arranging access if required.  

-Creating and monitoring monthly security reports to ascertain any breech of Central Receiving and Mailing Services security and

addressing any retraining of a third party that may be required due to an unintentional breech. Reporting any breech, that is of

concern, to the Team Leader and Security.  

 

5.	Ensures Central Stores and Mail Services is run efficiently by: 

-Researching, recommending, initiating and implementing new equipment, systems or processes to the Team Leader to improve the

campus mail and receiving services. 

-Developing and maintaining operational guidelines and procedures. 

-Maintaining filing systems (i.e: receiving; delivery; asset; security access; Central Receiving and Mailing Services vehicle(s)

inspection report, mail system, mail delivery tracking system, and several manual filing systems as well as database retrieval

systems). 

-Liaising, anticipating and determining changes to work volumes and designing and developing action plan for review by Purchasing

Leader to anticipate future needs. 

-Ensuring all areas are tidy, organized, and kept clear of debris.  

-Reporting immediately to the Team Leader any developing problems or failures concerning equipment, services, personnel, etc. 
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-Testing and maintaining Central Receiving and Mailing Services equipment such as forklift, pallet lift, power overhead door,

delivery vehicle(s), and office equipment, including updating the maintenance logs and organizing regular maintenance work. 

-Operating various equipment and vehicles in a safe and controlled manner and in accordance with WCB Safety Regulations and UBC

Safety policy. 

-Attending staff meetings, supervisory meetings and other special department team briefings.  

-Working as a team to combine deliveries and consolidate work processed to support UBC sustainability initiatives and cost

savings. 

-Providing computer analysis, Requisition and or Purchase Order input, file management and reception duties. 

 

6.	Performing other related duties as required.

Supervision Received

Works under the direction of the Strategic Sourcing, UBC Okanagan Team Lead, and the general direction of the Associate Director,

Strategic Sourcing.

Supervision Given

Does not supervise staff; however, provides training for auxiliary staff, and acts as back-up in the absence of the other Central

Receiving & Mailing Services Attendant.

Consequence of Error/Judgement

Errors in Inventory Management in ordering wrong or inadequate equipment or materials could significantly impact the timely

delivery of University courses and or negatively affect research programs  schedules. Spills of hazardous material not contained,

cleaned up and disposed of correctly, could be harmful or lethal to staff, faculty and students. Live material for the science

labs not handled correctly or delivered on time may cause partial or complete loss to a research project program, and may

interrupt University courses research. Such loss and or interruption could result in increased costs due to replacement ordering

and delays to class scheduling; and may affect the credibility of Supply Management and the University. Failure to uphold Supply

Management's mission statement could result in a loss of confidence in Supply Management's leadership. Errors in mailing services

(sorting, delivery, and distribution) or stamp franking processes can seriously impact the deadlines for critical mail delivery or

mailing out services with tight deadlines.

Qualifications

High school graduation (Grade 12) plus a strong working knowledge of Microsoft applications including Excel, Word, and Outlook.

Environmental Certification: Current WHMIS Training Certification.  Certification in Transportation of Dangerous Goods and

Chemical Spill Control  preferred.  Knowledge and experience in a computerized purchasing and inventory receiving system (ERP

systems - PeopleSoft is preferred). Minimum five (5) years shipping and receiving experience in a small, medium or large Warehouse

Stores facility. Minimum three (3) years related in an automated mailing service or equivalent in an educational public sector. 

Experience and certification in Hazardous Materials and ability to assess and react appropriately to a potential hazard hazardous

situation. Experience in operating material handling equipment.  Effective oral and written communication skills are required.

Ability to work in a multi-disciplined team is vital. Strong customer service skills. Good working knowledge of current mailing

systems and tracking of deliveries. Working knowledge of Microsoft Office applications in a business setting (excel, work, outlook

etc) is required. Ability to work effectively under pressure, multi-task and communicate well with management, team members,

staff, faculty, students and suppliers. Ability to work and communicate effectively (in the English language) both independently

and within a team environment with staff, faculty, students, and the public. Ability to problem solve. Ability to lift 30 kgs  and

operate  pallet lift equipment. Willingness to take further training as required.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is
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strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10821

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Dental Assistants - CUPE 116

Classification Title: Dental Assistant 3 Business Title: Dental Assistant 3

Department:           Dental Clinic

Salary:     $  19.85 (Hourly) 

Full/Part Time:       Part-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

This position will assist faculty members and students at chair side. It would involve working in the Central Sterilization and

Dispensing area with the disinfection, sterilization and dispensing of dental supplies and instruments.

Organizational Status

This position- Dental Assistant III would report to Dental Assistant IV, who reports to the Clinic Director - Dr. Andrea Esteves,

who reports to the Dean- Dr. Charles Shuler.

Work Performed

Setting-up armamentarium; assisting with faculty members and students at chairside. 

Supervises and coordinates the work of lower classification level of Dental Assistants as required. 

To assist faculty members and graduate students at chair side. 

Setting up instruments and equipment for dental procedures. 

Maintaining inventory of supplies and materials. 

Informing faculty, patients and students of existing protocols and procedures. 

Cleaning cubicles, dispensaries, and lab areas. 

Performing other related duties as required.  

 

 

Would work in the main clinic. 

Work around sink area, sterilizers and ultrasonic units. 

Lighting is good; floor is concrete, some anti-fatigue matting throughout. 

Hazards- instrument cassettes are heavy, lifting of cassettes involved, and loading and unloading of trolleys. Special mask to be

worn when using Assistina unit. Very hot temperatures in the sterilizers, proper mitts to be worn when unloading. Disinfection

solutions are varied- phenol, glutaraldehyde, isopropyl alcohol- gloves to be worn. 

Handling of used instrument cassettes could be hazardous.

Supervision Received
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Would be supervised by a team of Dental Assistant IV's.

Supervision Given

Supervises Dental Assistant II's and Tech II's.

Consequence of Error/Judgement

Work would be checked by a Dental Assistant IV. 

If an error occurred, possible damage to handpieces, instruments and equipment. If incorrect decisions were made it would impact

on the clinic functioning properly the next day. Proper sterilization and disinfection is vital to patient care and student

curriculum requirements.

Qualifications

High School graduation and B.C. Dental Assistant Certification and Current Licence.  Experience and knowledge of surgical

procedures and materials used in implants prosthodontic implants endodontic  periodontics and oral surgery. Ability to effectively

use computers and computer software. Supervisory experience required.  4 years relevant experience or the equivalent combination

of education and experience.  Ability to maintain accuracy and attention to detail. Ability to effectively train, supervise, and

motivate employees. Ability to work effectively independently and in a team environment. Ability to communicate effectively

verbally and in writing. Ability to explain, assign, and monitor work. Ability to identify and respond to contentious or sensitive

issues with discretion. Ability to prioritize and work effectively under pressure to meet deadlines.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10835

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Engineer Technical - CUPE 116

Classification Title: Engineering Technician 2 Business Title: Engineering Technician 2

Department:           Physics & Astronomy

Salary:   $38,820.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-01 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

The principal duties of the Stores Technician are to operate PHAS Stores, take care of shipping   receiving, and assist the

departmental Mechanical Services Unit (machine shop or MSU) with various tasks. Other recurring duties are elaborated upon later

in this document. Works from oral and written instructions and according to established procedures.

Organizational Status

The Stores Technician reports to the Technical Services Director, and frequently works with the Mechanical Services Unit (MSU). 

 

The Stores Technician interacts with numerous individuals and groups, given the large number of users of PHAS Stores, shipping  

receiving services, the Student Machine Shop (SMS) and the water jet cutter facility.

Work Performed

1. Manages PHAS stores inventory which includes the following: maintains of a stock of standard components and stock machinable

material; recommends additions, deletions and substitutions to the inventory list, organizes stock for efficient access and

inventory counts; takes regular physical counts and replenishes components at recommended minimum stock levels; maintains

up-to-date pricing of stock items for accurate billing; processes stock withdrawals and materials requisitions to enable timely

billing; maintains manual and   or electronic records related to stock items as required; advises department members on vendors

for standard components, keeps up-to-date catalogues for those suppliers whose product offering is not visible online. 

2. Arranges outgoing shipments by preparing shipping documentation and contacting shippers,  assists and advises departmental

members in shipping matters;  ensures all outgoing shipments are appropriately packaged and, where applicable, meet WHMIS

requirements; maintains a supply of courier waybills and packaging; carries out special requests related to shipping e.g.

forwarding tracking numbers to intended recipients, resolving issues with goods being held at customs, providing shipping

information to interested parties. 

3. Receives incoming orders and informs end users of the receipt of packages; on demand checks and signs delivery notes against

purchase orders, inspects incoming goods for damage: in the case of damage to the goods completes documentation required for

refund or exchange under warranty; may assist in unloading trucks, or in moving large and   or heavy items to their final

destination.  

4. Assists the Mechanical Services Unit (MSU) in straightforward tasks, in each case after appropriate training from the Technical

Services Director, an Engineering Technician 4, or another qualified individual nominated by the Technical Services Director.
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These tasks include, but are not limited to: dispensing raw material from stock in a usable and safe format; performing routine

machine shop  operations such as drilling, de-burring, degreasing, surface preparation, coating, de-scaling, grinding, painting,

woodworking or spot welding; unsupervised water jet cutting of parts; training of undergraduate and graduate students on how to

operate the water jet cutter; maintenance of MSU equipment. 

5. Assists in sourcing products and services, and in submitting orders for individual research groups. 

6. Monitors Alcohol inventories including accurate sign-out sheets, inventory records showing opening and closing balances and

purchasing documentation; sends usage reports bi-annually (Jan-June   July-Dec) to UBC Supply Management. 

7. Oversees the storage of chemicals and flammable substances, ensuring compliance with UBC   WorkSafe BC   government policies

and regulations regarding storage and handling of hazardous materials. 

8. Arranges for chemical waste disposal as per the current UBC HSE (Health, Safety and Environment) procedure; fills out online

chemical waste inventory forms; provides temporary storage for chemicals for disposal ensuring they are properly labeled for

identification, arranges pick-up through UBC HSE. 

9. Maintains an area where department members can package objects for shipping and can drop off material for disposal or recycling

(e.g. broken glass container, battery recycling); takes care of material recycling for the MSU. 

10. Periodically checks, cleans and sorts shared workshop spaces (Student Machine Shop (SMS) including grinding area, woodworking

shop and water jet cutter facility); checks for missing or damaged tools; periodically verifies the electric forklift and manual

pallet jack are in good working order, and reports any issues to the Technical Services Director; hands out tools, equipment and

materials to authorized users of shared work spaces; may be asked to temporarily perform his or her duties in a shared workshop

space (e.g. SMS or water jet cutter facility) in order to fulfill the minimum requirement of two people being present for safety

reasons.   

11. Carries out monthly Health and Safety inspections in Technical Services work areas. 

12. Clears out rental lockers annually. 

13. Carries out any other reasonable task assigned by the Technical Services Director including, but not limited to, assisting the

Electronics Shop, Shared Technical Services, and other groups within PHAS. May be requested to move or rearrange office furniture.

Supervision Received

This position works independently with minimal supervision in execution of duties; overall direction and supervision is received

from the Technical Services Director.  

 

When assisting the MSU, job direction is typically given by an Engineering Technician 4.

Supervision Given

This position has no direct reports, but may be required to train people to equipment, notably the water jet cutter.

Consequence of Error/Judgement

The nature of some of the harmful substances handled require strict adherence to relevant policies and regulations; failure in

this regard could result in serious human injury, material damage and   or damage to the environment.  

 

The execution of tasks for the MSU requires good working practices to be followed, equipment safety instructions to be respected,

engineering controls to be used (e.g. exhaust systems, fume hoods), and personal protective equipment be worn (e.g. safety

glasses, gloves, respirator).  Failure to do so could result in personal injury, injury to colleagues, and material or equipment

damage. 

 

Inaccurate inventory records could result in a modest financial loss to the department and   or delay of activities.

Qualifications

Graduation from a technical college or institute.  Graduation from a technical college or institute in a suitable discipline with

a minimum two years of related experience, or an equivalent combination of education and experience.  
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Previous working knowledge of warehouse operations and stores equipment and materials handling preferred. In addition, experience

in shipping (e.g. customs paperwork, interaction with couriers) and sourcing of off-the-shelf components and systems would be

advantageous.  2 years relevant experience.  Previous experience in a workshop environment, proven technical aptitude or

familiarity with too room machinery or technical instrumentation would be an advantage.  

Ability to operate a fork lift and pallet jack.   

Required to obtain and retain a Transportation of Dangerous Goods certification. 

Ability to use a computerized inventory management system. 

Good organizational skills and the ability to maintain accurate records. 

Able to occasionally lift and move heavy objects, up to 50 lbs.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10829

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Food Services - CUPE 116

Classification Title: Food Services Assistant-F/S Business Title: Food Services Supervisor-Starbucks

Department:           Food Services

Salary:     $  18.62 (Hourly) 

Full/Part Time:       Part-Time

Desired Start Date:   2011-08-05 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

Positions in this classification oversee the operation of a single food services unit and or assist in the operation of a complex

food services unit(s) supervising food service workers, participating in food service work and handling related administrative

duties. 

Supervises the workload of up to 15 food service workers, ensuring employees meet UBC Food Services' customer service standards.

Organizational Status

Reports to unit Manager.

Work Performed

Trains food service workers, following up to ensure an understanding of the material covered. 

Assists with and recommends scheduling options to the unit manager. 

Orders food supplies required for day to day operations. 

Monitors and reviews cost controls, such as, labor costs, food costs and waste and overhead expenses, with unit manager. 

Handles customer comments and complaints and refers to unit manager as required.  Monitors customer satisfaction via surveys,

comment cards, and any other types of feedback. 

Relieves and assists food service workers as operationally required. 

Ensures that the quality of product being produced and or sold is up to department standards and safety and cleanliness standards

are adhered to at all times; takes action with production or makes recommendations as required. 

Participates in related day to day office administrative duties, such as, answering telephones, record keeping, filing, data

entry, performing basic calculations, typing correspondence, inventory, and month end procedures. 

Ensures that systems and procedures for daily sales, cash collections controls, banking and ledger reconciliation are being

followed; processes payments and deposits. 

Recommends daily specials and ongoing menu changes. 

Ensures all kitchen equipment and point of sale systems are in working order; reports and follows up on maintenance as required. 

Contacts employees for coverage of last minute vacancies of shifts. 

Carries out any other related duties as required in keeping with the qualifications and requirements of positions in this

classification.
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Supervision Received

Works independently under general supervision.

Supervision Given

Supervises the workload of up to 15 food service workers, ensuring employees meet UBC Food Services' customer service standards.

Consequence of Error/Judgement

Makes decisions regarding the coordination and allocation of food service workers and acceptability of work performed;

inappropriate decisions could result in poor quality of food and service with an impact on sales of an ancillary department.

Qualifications

High School graduation, Food Safe Level 1 Certificate and completion of Food Service Management course.  .  2 years relevant

experience or the equivalent combination of education and experience.  Must complete and pass specialized Starbucks training

program.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10833

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Residence Attendants-CUPE 116

Classification Title: Residence Attendant Business Title: Residence Attendant (Hourly)

Department:           Student Housing

Salary:     $  18.30 (Hourly) 

Full/Part Time:       Part-Time

Desired Start Date:   2011-08-15 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 5

Job Summary

To provide diversified front desk services in the U.B.C. residences in Acadia-Fairview, Thunderbird, University Apartments, Walter

H. Gage, Place Vanier, Marine Drive and Totem Park including: 24-hour supervision of Residence property both at the service

counter office and on patrol; performing administrative functions; acting as a communication link within residences and serving as

liaison between outside emergency personnel; assisting in training and development of weekend and hourly, on-call staff; reporting

damage and or defacement of Residence property; and loaning keys as necessary (maintaining key control).

Organizational Status

Reports to Residence Front Desk Services Coordinator.

Work Performed

Provides 24-hour supervision of Residence property both at the service counter office and on patrol throughout the Residence

including: inspecting and reporting hazards; patrolling Residence areas alone, watching for any unusual problems that may endanger

residents or property. 

 

Performs diversified administrative activities including: 

1.	Maintaining an accurate list of students, their room numbers and movements (check-in, checkout and transfers) though the

system; carrying out related paperwork and data entry. 

2.	Computer requirements: entering and following-up on maintenance requests; writing and posting SARs; checking students in out on

the Single Student Residence Administration System and updating room status for housekeeping. Programming Ving Cards for students

and staff. Using MS Office software particularly Word, Outlook and Excel. 

3.	A variety of cash handling tasks such as: maintaining a cash float; dispensing change to residents; making trips to the bank to

obtain change; collecting payments for fees, storage lockers, parking, and damage assessments; handling cash from the photocopy

machine; preparing and delivering (unescorted) cash deposits to the bank; accepting payments from hotel guests. 

4.	Loaning various kinds of equipment such as sports equipment and cleaning materials equipment. 

5.	Sorting and delivering mail, which includes parcels, pamphlets, magazines, etc., and distributing material into individual

mailboxes (ranges from 700 to 1600 individual mailboxes depending on the particular Residence area), and in some cases delivering

mail door-to-door. 

6.	Writing shift activity reports (SARs) and recording activity in the area Log Book. 
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7.	Acting as a communication link: between and within residences i.e. different Front Desks, Housekeeping, Residence Life staff

and Trades staff. Also point-of-contact for emergency personnel including but not limited to campus RCMP, PATCS, Fire, ambulance,

etc. Liaising with non-emergency services such as Phelps, Aramark, etc. 

8.	Assisting in the orientation and development of new Residence Attendants as required by familiarizing them with the particular

work area and shift duties and providing general direction as necessary. 

9.	Reporting damage and or defacement of housing property; making recommendations to the RFDSC regarding assessment charges to

individual(s) responsible for the damage. 

10.	Assigning keys, maintaining key inventory and making provisions for key loans to residents who are locked out of the rooms;

keeping an accurate count of keys and ensuring their prompt return; is responsible for ensuring that only authorized residents,

contractors and staff are given key loans. 

11.	Performing basic re-supply services on office business machines such as printers and photocopiers (paper, toner etc.). 

12.	Patrolling residence property and grounds for potential intruders and reporting security breaches or risks to appropriate

authorities. 

13.	Carrying out any other related duties as necessary in keeping with the qualifications and requirements of the job.

Supervision Received

Directly and indirectly supervised by the Residence Front Desk Services Coordinator. Required to work independently of direct

daily supervision.

Supervision Given

Is not required to give direct supervision but will be required to assist in the development and evaluation of other on-call

support staff in the absence of the direct supervisor.

Consequence of Error/Judgement

Error can result in a threat to security, loss of revenue, complaints and diminished confidence from clients in the ability to

provide service.

Qualifications

Minimum: high school graduation.  Three to four years related experience or a combination of training and experience in the hotel

or hospitality industry.  Must be articulate and proficient in the English language and ability to interact well with students,

colleagues and the University community. Must have a working knowledge of First Aid or Industrial First Aid and basic worker

safety procedures.  Ability to communicate effectively verbally and in writing. Ability to exercise tact and discretion. Ability

to provide quality service to customers in a courteous, patient manner. Ability to work independently; ability to use a variety of

office equipment including keyboarding skills. First aid training is essential. Must have a satisfactory Criminal Records Search

as a condition of employment.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10816

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Research/Technical - CUPE 116

Classification Title: Research Asst/Tech 1 Business Title: Research Asst/Tech 1

Department:           Psychology

Salary:     $  18.70 (Hourly) 

Full/Part Time:       Part-Time

Desired Start Date:   2011-08-02

Job End Date:         2012-07-31

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

To contribute in a comprehensive way to numerous aspects of the research efforts of the lab by setting up, trouble-shooting, and

providing training on the lab computers, an audio-visual system, and physiological equipment. Updates the lab website.

Organizational Status

Reports to the Lab Manager and the senior graduate student. Works closely with students and other research assistants. Liaises

with departmental IT staff.

Work Performed

Assists with the setup and maintenance of computer software systems and the local area network including basic troubleshooting for

computer, printer, audio-visual and monitoring equipment. Monitors equipment performance and settings. 

 

Gathers information and demonstrates procedures to lab users on computer, audio-visual, and psychophysiological systems. 

 

Assists with performing periodic backup of research data and development of an automated backup computer system. 

 

Assists with obtaining vendor quotations for supplies and equipment to maintain the system and its operation. 

 

Updates the lab website using information provided by the Lab Manager. 

 

Creates computer accounts and maintains data confidentiality.

Supervision Received

Detailed instruction is provided on work to be done and work is supervised closely by the Lab Manager. Routine tasks are completed

under general supervision.

Supervision Given
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Demonstrates use of equipment to student research assistants.

Consequence of Error/Judgement

Much of the work is performed according to clear procedures, and performance is closely monitored. Training is provided on setting

up and maintaining lab equipment. Some initiative is required, but most problems would be resolved following clear steps. Errors

may result in loss of data and the slowing down of productivity in the laboratory.

Qualifications

High School graduation.  Preference given to those with some university level training in psychology, with a specialization in

social and or health psychology an asset.  Minimum of 1 year of related experience or the equivalent combination of education and

experience.  At least one year experience working in an experimental social psychology laboratory. Computer experience (PC) and

basic network administration skills required. Preference given to those with experience using video-editing, website development,

and experiment-running software (e.g., MediaLab, Direct RT, Inquisit).  Ability to communicate effectively verbally and in

writing. Ability to deal with a diversity of people in a calm, courteous, and effective manner. Ability to effectively manage

multiple tasks and priorities. Ability to work effectively independently and in a team environment. Ability to maintain accuracy

and attention to detail. Ability to prioritize and work effectively under pressure to meet deadlines.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10819

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Research/Technical - CUPE 116

Classification Title: Research Asst/Tech 4 Business Title: Research Asst/Tech 4

Department:           Zoology

Salary:   $46,968.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-22

Job End Date:         2011-12-16

Funding Type:         Budget Funded

Other:                Leave Replacement

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

Provides technical support for First-year Biology Program.

Organizational Status

Coordinates work with other Biology 140 Research Assistant Technician 4 and reports to 1st year Lab Director on technical matters

and to the Zoology Department Administrator on all other matters.

Work Performed

In cooperation with other RAT 4, is responsible for the preparation of equipment, living organisms, and supplies for the teaching

laboratories in the First-year Biology Program.  Duties include: 

- initiating and maintaining cultures of a wide rage of organisms including bacteria, protists, fungi, invertebrates, and plants,

using both established and independently developed culturing techniques 

- maintaining a variety of equipment such as pH meters, oxygen meters, CO2 meters, and light microscopes; 

- maintaining chemical supplies and preparing reagents 

- advising faculty on the technical aspects of the laboratory teaching program 

- monitoring compliance with health, safety, and environmental regulations in the laboratories and prep rooms.

Supervision Received

Technician will receive descriptions of the laboratory exercises from Lab coordinator in written and oral forms.  Technician is

expected to determine the necessary short-term and long-term activities to ensure that the laboratory exercises can be presented

to the students as described.  Technician works with an other technician; the two coordinate their activities but each works

independently on many tasks.

Supervision Given

May give instruction to Sessional Lab Lecturers on new techniques, on use of equipment , and on the handling of organisms.

Consequence of Error/Judgement
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Disruption of the laboratory program which accommodates up to 1200 students each week; health risks for students and faculty from

chemicals, equipment, and glassware; damage to buildings through flooding if aquaria are not properly monitored.

Qualifications

Undergraduate degree in a relevant discipline. Graduation from a technical college or institute. Some position may require a

graduate degree.  .  Minimum of 4 years of related experience or the equivalent combination of education and experience.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10827

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Research/Technical - CUPE 116

Classification Title: Research Asst/Tech 4 Business Title: Microscopy Technician

Department:           Oral Biological & Medical Sci

Salary:   $46,968.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-01 Ongoing: Yes

Job End Date:         

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

The Microscopy Technician processes both biological and material science samples for high resolution imaging and analysis in an

electron and confocal microscopy facility.

Organizational Status

This posting is for an individual who will primarily operate a focussed ion beam Scanning Electron Microscope and process samples

for this mode of imaging.  The machine includes x-ray microanalysis and cryo-preparation modules.  The Centre for High-Throughput

Phenogenomics facility is utilized by a group of users who need help in operating the equipment safely and appropriately; in some

cases, with the Microscopy Technician's help, these individuals will become electron microscope operators.  Additionally, the

Microscopy Technician will be responsible for operating and overseeing an optical projection tomography (OPT) scanner. 

 

The Microscopy Technician gives assistance to users.  He or she works with the Microscopy Manager, who will provide specific

training, and receives direction from the Associate Director of Microscopy.  In day-to-day operation of the microscope(s), the

Microscopy Technician will exhibit effective and constructive communication with graduate students, research assistants, trainees,

and investigators as they seek to use the microscopy facilities to effectively perform parts of their research.  Data analysis and

interpretation is the responsibility of the users (not the Microscopy Technician).  However, the Microscopy Technician's work

should be guided by the ultimate quality of the data generated.  This requires being responsive to new developments from the

suppliers of the equipment.

Work Performed

Co-ordinates and supports the use of a focussed ion beam Scanning Electron Microscope and ancillary equipment, and an OPT scanner.

 Performs basic and advanced imaging using the equipment.  Facilitates software-driven analysis of imaging data and generation of

3D images.  Works with other users, whether expert or non-expert, to achieve high resolution imaging and analysis of results. 

Provides advice on research questions from prospective clients.  Prioritizes work requests such that research deadlines are met. 

 

Develops standard operating procedures as appropriate for a variety of technical equipment and modules; these are predominantly

software-driven.  Adapts existing methods and develops new techniques to meet the specific needs of research projects.  Provides

education and training on electron microscopy usage. 
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Facilitates maintenance and repair of the Scanning Electron Microscope to keep it in optimum operating condition.  Oversees

operation of the OPT scanner.  For both systems, facilitates software updates as supplied by the manufacturers.  Maintains

supplies inventory and orders replacement and new parts as necessary. 

 

Performs other related duties as required.

Supervision Received

Routine work is carried out independently after completion of training.  The Microscopy Technician reports directly to the

Associate Director of Microscopy.

Supervision Given

Trains graduate students, research assistants, post-doctoral fellows, research associates, visiting scientists, faculty members,

and external users in the operation of the Scanning Electron Microscope and OPT scanner.  May supervise work study students.

Consequence of Error/Judgement

The Microscopy Technician will be required to follow standard operating procedures for complex microscopes, and to exercise good

judgement in the operation of these machines.  The Microscopy Technician is expected to exercise appropriate judgement in seeking

advice from the Microscopy Manager, academic supervisor or other expert users in unusual or challenging situations (events outside

of standard operating procedures).  Consequences of inappropriate action could include damage to expensive equipment and delays in

research productivity.  Improper handling of hazardous chemicals could cause bodily harm.

Qualifications

Undergraduate degree in a relevant discipline. Graduation from a technical college or institute. Some position may require a

graduate degree.  Bachelor's degree in biological or material sciences, with 4 years of related research experience.  Master of

Science degree in biological or material sciences preferred.  Minimum of 4 years of related experience or the equivalent

combination of education and experience.  Familiarity with the techniques of biological sample preparation for microscopy is

necessary.  Extensive experience in Electron Microscopy is mandatory.  Ability to communicate effectively verbally and in writing.

 The successful applicant will have good communication skills and be able to effectively communicate with a group of expert and

non-expert users in a multi-user experimental microscopy facility. Ability to analyze and interpret data, determine implications,

and provide recommendations.  The applicant must be willing to learn new operating procedures and skills and be able to adapt

these to the analysis of biological and non-biological samples. Ability to learn new software programs.  The applicant needs to be

computer literate; specific training in machine-specific software will be provided. The ability to teach skills and techniques to

others is required.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  29



 

Job Posting

Job ID:               10838

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 116(Service/Techs/Trades)

Job Category:         Trades - CUPE 116

Classification Title: Labourer 2 Business Title: Labourer 2

Department:           Botanical Grdn & Ctr for Hort.

Salary:     $  17.50 (Hourly) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-01

Job End Date:         2011-10-31

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

Assists with the installation of special landscape projects at the Botanical Garden.

Organizational Status

Supervised by Botanical Garden Supervisor. Works with other staff in performing duties of the position.

Work Performed

-Preparing soil generally by using standard tools and equipment such as rakes, shovels, hoes, pitch and digging forks,

rototillers, etc. 

-Putting plants, trees and bushes in designated locations 

-Watering and distributing fertilizers to plants, trees, bushes, lawns, gardens etc. 

-Moving soil, mulch, plants, unwanted plant material and debris, fertilizers, supplies, tools, equipment and other materials to

storage or various locations 

-Assisting with lawn installation by moving and putting down turf and distributing seed. 

-Cutting, bucking plants, small tree branches using pruners, line brush trimmers and operating brush chipper for mulching 

-Moving rocks, gravel and mulch to install and repair pathways and other related garden structures. 

-Digging, moving, assembling and performing minor repairs of irrigation pipes and equipment 

-Performing other related duties as required

Supervision Received

There is minimal decision making involved as the duties are straightforward and the position will be under the supervision of the

Botanical Garden Supervisor.  Failure to follow directions would result in loss of plants, inefficiencies in the distribution of

labour and delayed timelines for projects.  Errors in judgment could result in injuries.

Supervision Given

Supervised directly by the Botanical Garden Supervisor through oral and written instructions, including all training on the safety

and operation of equipment.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  30



Consequence of Error/Judgement

There is minimal decision making involved as the duties are straightforward and the position will be under the supervision of the

Botanical Garden Supervisor.  Failure to follow directions would result in loss of plants, inefficiencies in the distribution of

labour and delayed timelines for projects.  Errors in judgment could result in injuries.

Qualifications

High School graduation.  .  the equivalent combination of education and experience.  Excellent physical fitness. Ability to

understand and implement instructions from both oral and written form. Ability to work effectively with others. Ability to work

with gardening tools and equipment . Valid BC Driver's License.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10917

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Administrative Suppt

Classification Title: Administrative Support 2 (Gr3) Business Title: Administrative Support 2 (Gr3)

Department:           Electrical&ComputerEngineering

Salary:   $36,672.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-08 Available Openings: 1

Job Summary

This position provides reception support to the Department of Electrical and Computer Engineering, as well as additional general

and administrative support as required, particularly in the area of graduate admissions. Performs senior level secretarial duties

for the Department Head, including maintaining the Head's schedule, making appointments, booking meetings, and handling

correspondence. Provides general information to faculty, staff, students and general public, or redirects to appropriate person.

Provides clerical financial support as needed. The Department of Electrical and Computer Engineering is an "on-line" FMS unit and

this position performs data entry of transactions directly into the FMIS system.

Organizational Status

Reports to the Administrative and Student Services Manager who assigns overall direction and oversees work. Works cooperatively

with and performs required tasks as requested by the Department Head and Grad Student Support 2. Interacts regularly with faculty,

other office and department staff, prospective and current students, visitors, and staff from other academic and administrative

units on campus.

Work Performed

Administrative support to the Department Head: 

- Provides reception and administrative support services to the Head of Department.  

- Uses diplomacy and tact in dealing with University officials, faculty members, staff, industrial contacts, students, and the

general public. 

- Organizes the calendar of the Head by scheduling meetings and appointments, identifying and communicating high priority requests

and coordinating with other schedules.  

- Coordinates and provides follow up on correspondence, reports and other material prepared by the Head; regularly checks the

Head's mailbox for outgoing documents and redirects these documents to the appropriate person.  

- Screens calls and visitors on behalf of the Head.  

- Responds to oral and written inquiries of a general nature. 

- Composes letters and memos in accordance with established procedure for Head's signature.  

- Books rooms, arranges teleconferences and arranges catering if needed.  

- Tracks Head's expenses and reimbursements on an ongoing basis in a timely manner.  

- Coordinates meetings for the Head, monitors RSVPs, prepares agendas, attends and records minutes of department meetings,
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industry meetings, and ad hoc meetings; distributes minutes; follows up on actions required in a timely and efficient manner. 

- Occasionally coordinates basic travel arrangements (i.e. hotel bookings, restaurant reservations) for the Head, other faculty

members, or visitors to the Department.  

 

Reception duties: 

- Provides reception support to the department of Electrical and Computer Engineering. 

- Receives and directs visitors to the ECE Administration Office in a professional and courteous manner. 

- Answers ECE telephone line, responding to routine questions and forwarding calls as necessary, based on a thorough knowledge of

the operation of the Department of Electrical and Computer Engineering and the University. 

- Responds to in-person, telephone and e-mail inquiries in a professional and courteous manner; provides and obtains information

effectively and tactfully; refers the individual to the appropriate staff or faculty member as necessary. 

- Provides general information to faculty, staff, students and general public, or redirects to appropriate resource person. 

 

Administrative duties:  

- Sorts and distributes mail each day; opens mail as appropriate and distributes; processes and sorts outgoing mail; sorts and

distributes faxes as they arrive; sends and receives courier packages.  

- Prepares key request forms for faculty, staff and students. 

- Handles room booking requests for ECE meeting seminar rooms.  

- Assigns photocopy codes; managers building access requests. 

- Ensures smooth operation of the ASO photocopiers, printers and facsimile machines located in KAIS 5520 & MCLD 439 by ensuring

that they are stocked with supplies each day, requesting maintenance as necessary. 

- Replenishes and orders general office supplies.  

- Organizes occasional social functions and assists with Department events; booking rooms, booking catering, assisting with set up

and clean up. 

- Files documents and maintains filing systems, both paper and electronic. When directed, reviews existing files and renames,

culls, archives, and or disposes of material.   

- Composes and types routine correspondence, forms and other written material.  

- Processes information and updates various files, records and lists. 

- Researches and looks up information on the Web. 

- Photocopies and collates materials as required.  

- Performs large mail merges and mail-outs as required. 

- Performs other related administrative tasks consistent with classification. 

 

Graduate Admissions: 

- Processes student applications, checking documentation and admission requirements. Refers complicated applications to

supervisor. 

- Collates application materials; organizes and maintains applicant files, ensures applications are complete; updates applicant

worksheet; responds to oral and written enquiries regarding application process; communicates and follows up with incomplete or

late applications as needed. 

- Checks for accuracy, errors, omissions and irregularities in admissions materials.  

- Ensures filing is maintained regularly and accurately according to established procedures. 

- Maintains high quality scanned documents while ensuring a large volume of documents is being scanned daily to meet tight

admission deadlines. 

- Incumbent must be friendly, outgoing, willing to help and must be open to responding to various tasks, including some physical

duties of moving boxes, retrieving files and managing the removal of confidential documents for shredding (approximately 20lbs). 

 

Financial duties:  

- Provides back up for Financial Clerk for vacation illness coverage or when otherwise requested by Administrative Manager. 

- Determines eligibility of reimbursement according to established policy and guidelines. 

- Processes requisitions, invoices, journal vouchers, and payments. 

- Enters financial data directly to FMS online system.
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Supervision Received

The position will be supervised by the Administrative and Student Services Manager and be given work assignments by the Department

Head, Grad Student Support 2, faculty and staff, but is expected to work independently clarifying issues of a non-routine nature

only. Receives specific instructions on unusual problems and on matters that depart from established practice. Work is verified by

a Senior level Administrative Clerk or Manager. 

 

Supervision given: Not required to supervise; may explain work procedures to new, temporary or inexperienced staff.

Supervision Given

High School graduation and one year of related training. Preferred one year post-secondary education with training in secretarial

practices, basic accounting and office procedures. 2 years relevant experience or the equivalent combination of education and

experience. Two years of relevant UBC experience is preferred. Familiarity with UBC FMS (Financial Management Information System),

SISC (Student Information Service Centre), knowledge of University policies and procedures, and or experience with graduate

admissions would be an asset. Must be able to be certified to enter financial data to FMS online system.

Consequence of Error/Judgement

Works within general guidelines, applying knowledge of procedures and regulations to establish priorities.  Exercises judgment and

tact in dealings with others on the telephone, in person and by e-mail.  Applies knowledge of procedures, guidelines and

regulations and makes decisions based on guidelines and precedents. New or unusual problems are referred to supervisor. Certain

duties will require a high level of confidentiality. 

 

Poor judgment could have an adverse effect on the work of the Head and the Department of Electrical and Computer Engineering.  The

receptionist is the first point of contact with the Administration Services Office; failure to act in a professional, tactful

manner will have an adverse effect on the image of the Department of Electrical and Computer Engineering, the Administration

Services Office and the Head. Failure to comply with financial guidelines could cause inaccurate financial reporting,

reconciliation and collection of funds for the department. Accuracy in graduate admissions support tasks such as average

calculations, pre-requisite assessments and transcript evaluation are essential. Errors may result in contradicting admissions

policies, negative precedent-setting cases, delays in the admissions process, and possibly inappropriate acceptance or refusal of

applicants that will be detrimental to the prospective students and the Department as a whole.

Qualifications

High School graduation and one year of related training.  Preferred one year post-secondary education with training in secretarial

practices, basic accounting and office procedures.  2 years relevant experience or the equivalent combination of education and

experience.  . Two years of relevant UBC experience is preferred. Familiarity with UBC FMS (Financial Management Information

System), SISC (Student Information Service Centre), knowledge of University policies and procedures, and or experience with

graduate admissions would be an asset. Must be able to be certified to enter financial data to FMS online system.  Ability to

exercise tact, discretion and confidentiality. Ability to deal effectively with a diversity of people. Ability to deal with people

in a courteous, calm manner. Ability to work effectively independently and in a team environment. Ability to maintain accuracy and

attention to detail. Ability to perform basic arithmetic. Ability to apply generally accepted accounting principles in an

appropriate manner. Ability to accurately maintain appointment calendars, and schedule appropriate appointments. Ability to create

and accurately maintain record and filing systems. Ability to politely screen calls, direct as appropriate, and take accurate

messages. Ability to multi-task, prioritize work and meet deadlines. Ability to respond appropriately to inquiries in person, on

phone, and in writing, and make appropriate referrals. Ability to compose correspondence, reports, presentations, and other

written materials using clear concise business English. Ability to accurately proofread for spelling, grammar, and punctuation.

Ability to identify and respond to contentious or sensitive issues with discretion. Ability to perform word processing at 65 words

per minute. Ability to understand and apply policies, procedures, and instructions. Ability to communicate effectively verbally
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and in writing. Ability to take and transcribe accurate meeting minutes. Ability to identify and correct missing and incomplete

data. Ability to anticipate problems and issues and plan ahead. Ability to gather, record, and organize information. Ability to

prepare and complete job-related documents using relevant content and appropriate format (e.g., forms, letters). Ability to

operate job-related equipment (e.g., multi-line phone switchboard) (e.g., fax machine, photocopier). Ability to effectively use

Mac OS X, MS Word, MS Excel, Google Calendar, internet and email at an advanced level. Ability to think conceptually. (i.e., use

creative, conceptual, or inductive reasoning or thought processes to identify patterns in complex data, and identify key or

underlying issues in complex situations) Must be able to be certified to enter financial data to FMS online system. Ability to

listen actively and attentively, and obtain clarification as required. Ability to read and comprehend basic technical material.

Ability to perform basic technical writing and editing duties. Ability to exercise sound judgment. Ability to accurately complete

job-specific tasks within required timelines. Ability to handle interruptions and work in a shared office environment. Ability to

work from 8:30am-4:30pm, Monday to Friday. Ability to efficiently and effectively coordinate tasks. Ability to provide quality

service to department faculty, staff, students and visitors in a courteous, patient manner. Ability to assist t faculty, staff,

students and visitors in identifying appropriate courses of action. Occasional moving of boxes, retrieving files and managing the

removal of confidential documents for shredding (approximately 20lbs of lifting). Ability to enter, retrieve, correct, and

interpret data in financial management system. Ability to prepare financial reports. Ability to accurately gather, organize, and

summarize financial information. Ability to effectively perform accounts payable and accounts receivable related duties.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10084 (Repost)

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Administrative Suppt

Classification Title: Administrative Support 2 (Gr3) Business Title: BIRS Administrative Support 2 (Gr3)

Department:           Pacific Inst for Math Sciences

Salary:   $36,672.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-06-01

Job End Date:         2012-05-31 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Banff International Research Station - http:  www.birs.ca

Job Summary

To act as the secretary to the BIRS Scientific Director.

Organizational Status

This position reports to the BIRS Administrator, and receives direction from the BIRS Scientific Director and BIRS Administrator.

Work Performed

-	Provides secretarial support to the BIRS Scientific Director, including typing and filing routine correspondence and other

documents, assisting in preparation of grant applications and research papers including word processing and formatting, scheduling

meetings, filling out travel requisition and requisition for payment forms, and making travel arrangements. 

-	Answers routine telephone, in-person and e-mail inquiries. 

-	Enters and checks information in the BIRS database. 

-	Performs routine office duties (faxing, photocopying, stuffing envelopes). 

-	Assists with preparation of annual report; webpage updating, photocopying, collating, and distributing material.  

-	Performs other related duties as required.

Supervision Received

Work is performed according to directions and established procedures. The BIRS Scientific Director or BIRS Administrator may

review completed work.

Supervision Given

None.

Consequence of Error/Judgement

Judgement is required to be exercised in prioritizing time, planning in advance for events and dealing with visitors in an

appropriate manner. A basic level of decision-making is required.
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Qualifications

High School graduation and one year of related training.  .  2 years relevant experience or the equivalent combination of

education and experience.  Ability to effectively manage multiple tasks and priorities. Ability to effectively use MS Office,

emails at an intermediate level. Knowledge of LateX (technical word-processing for the Mathematical Sciences) an asset.  Webpage

editing skills required. Ability to be thorough, accurate, and have a high level of attention to detail.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10890

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Administrative Suppt

Classification Title: Administrative Support 3 (Gr6) Business Title: Divisional Assistant/Admin Support

Department:           The Sauder School of Business

Salary:   $39,168.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-15

Job End Date:         2012-01-13

Funding Type:         Budget Funded

Other:                Leave Replacement

Date Closed:          2011-08-07 Available Openings: 1

Job Summary

Provides secretarial and administrative assistance to various Divisional Chairs and faculty members in the Divisions, as well as

long-term and short-term faculty divisional visitors.   

 

Provides administrative support to the faculty such as:  back-up relief for reception duties, frontline customer service

assistance, receiving, sorting and distributing incoming outgoing mail, sending receiving outgoing incoming courier packages,

maintaining and updating lists, databases and reports, word processing, document preparation, creating editing spreadsheets,

preparing assisting with the reconciliation of cash flow and credit card debit system, organizing functions and events for the

Sauder School of Business.  

 

Provides information to faculty, staff and students on policies, procedures and guidelines on administrative matters.

Organizational Status

Reports to the Associate Director, Facilities, Operations and Administration.

Work Performed

Work with minimal supervision, providing administrative support to the members of the Division.  

 

(a)	Co-ordinates meetings, seminars, workshops, conferences and various activities for the Division:  

.	makes travel arrangements, hotel accommodation, and car rental for the Divisional faculty members, visitors and recruit

candidates; 

.	arranges room bookings for seminars and meetings; 

.	prepares agendas, itineraries and schedules;  

.	arranges photocopying and distribution of the materials; 

.	organizes any necessary catering; 

.	ensures all arrangements are completed in a timely manner; 

.	schedules appointments and meetings for the Chair and the Division. 

 

(b)	Coordinates new faculty recruitment: 

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  38



-	compiles the job applications; 

-	prepares the recruit summaries as a part of the dossier to the Human Resources Development Canada; 

-	assists in the new recruits' house hunting trips and relocation; 

-	assists in the logistics arrangement for the new recruits, such as office allocation, key requests, office set-up. Assists with

personal arrangements to ensure smooth transition in to their new environment i.e., housing, day care, etc. as required; 

-	facilitates the integration of visitors, new faculty and sessional lecturers into the Division by guiding them through

University and Faculty policies and procedures. 

 

(c)	Coordinates Appointment Promotion and Tenure (APT) for faculty members. 

.	compiles the confidential supporting documents according to the APT guidelines and procedures; 

.	gathers confidential letters of support and arranges meetings with various groups of student  representatives e.g. Commerce

Undergraduate Society, MBA Society and PhD Student Society. 

 

(d)	Screens and prioritizes mail and materials; responds to oral and written enquiries from faculty, staff,   	students, private

corporations, public sectors, media press, and researchers from other institutions.  

  

(e)  Enters and edits various correspondence including course materials, exams, reports, presentations,  

	grant applications, and technical research papers.  

 

(f)	Enters grades into the SIS system on behalf of faculty members and instructors. 

 

(g)  Handles and submits cheques for professional organizations or professional events that faculty  

	members are associated with; processes orders and invoices for divisional publications; prepares requisitions to the UBC

bookstore; tracks ledgers; processes travel expenses for divisional faculty, visitors and recruits. 

 

(h)	Assists with the application and preparation of research grants and proposals; ensure grant deadlines are met. 

 

(i)	Contacts internal and external senior officials on behalf of the Chair. 

 

(i)	Ensures the smooth operation of the Division by being responsible for the following: 

.	responds to enquiries and provide information regarding the Division using judgement regarding whether the issue should be

handled independently or referred to the Chair, the divisional program advisors, or directed elsewhere; 

.	assists out-of-town faculty members by reading and sorting mail and notifying them of any relevant information; ensure faculty

members receive the documents in timely fashion, whether via courier, fax (where acceptable), or scanning into image or pdf file

(where it is important that nothing can be altered); 

.	reads and responds to routine incoming mail; 

.	answers and screens phone calls for the Chair and other divisional members; 

.	reads incoming mail and attaches relevant background material. 

 

(k)	Organizes and maintain files, reading materials and other records relevant to the activities of the Division; arranges

photocopying of materials for the Division. 

 

(l)	Assists with work overflow from other divisions in the Faculty and answers Faculty phones when necessary and as time permits. 

 

Administrative Support 

 

Works with minimal supervision providing administrative support to the Faculty.  This includes: 

 

(m)	Places telephone work orders and trouble calls.  Ensures new installations or changes are billed to  

	the appropriate accounts.  Maintains telephone inventory; issues new orders changes and reconciles  

	charges.  Updates UBC Online Staff Directory (e.g. white and yellow pages) and the internal staff  

	and faculty telephone listings. 
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(n)	Ensures authorized paperwork is produced for key requisitions, security access cards access codes  

	and telecommunication requests for all faculty, staff and students.   Responsible for inventory key  

	allocation and security codes. 

 

(o)	Prepares and assists with the reconciling of cash flow and credit card debit system to ensure  

	transactions deposits are processed and recorded accurately in conjunction with the Accounts Office  

	when and as required. 

 

(p)	Acts as backup for other administrative (e.g. reception, duplication services, course evaluations, etc.), office support

services staff services as necessary in keeping with the qualifications and requirements of the job. 

 

(q)	Performs other duties related to the qualifications and requirements of the job. 

 

Has a workstation with phone and computer access.  A vacation restriction will be imposed for four months per year (December,

January, August and September) to accommodate busy periods

Supervision Received

Works under limited supervision.  After training and familiarization will be expected to work with initiative and independence. 

Difficult or complex problems are referred to the Supervisor, Administration.

Supervision Given

None.

Consequence of Error/Judgement

Exercises judgement and decision-making in a wide variety of duties and responsibilities; errors in completing work and scheduling

or planning events may result in unnecessary expenditures, inconvenience and or embarrassment to participants, faculty and

students.  Handling enquiries in an inappropriate manner can adversely affect relations between the faculty and its clients, and

the public perception of the University.

Qualifications

High School graduation and 1 year post-secondary education.  .  4 years relevant experience or the equivalent combination of

education and experience.  Training in secretarial practices and office procedures.  Minimum of four years of related experience

or three years of relevant UBC experience.  Computer experience required (WordPerfect, Word, Excel, PowerPoint and electronic mail

applications preferred).  Effective oral and written communication, interpersonal and organizational skills.  Ability to type 60

wpm and operate normal range of office equipment.  Ability to use word processing, spreadsheet, database, presentation and

electronic mail applications at an intermediate level.  Ability to prioritize work and meet deadlines.  Ability to maintain

accuracy and attention to detail.  Ability to interpret policies and procedures.  Ability to exercise tact and discretion. 

Ability to work independently and as a member of a team.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10824

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Administrative Suppt

Classification Title: Administrative Support 4 (Gr7) Business Title: Admin Support, Health Professions

Department:           Medicine - Dean's Office

Salary:   $40,440.00 (Annual) 

Full/Part Time:       Part-Time (50%)

Desired Start Date:   2011-08-29 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-03 Available Openings: 1

Job Summary

Personal and confidential secretary to the Associate Dean, Health Professions, Faculty of Medicine

Organizational Status

Receives work assignments from and reports to the Associate Dean, Health Professions and works with the Health Profession Program

leadership and other members of the Dean's Executive as needed to provide support for projects approved by the Associate Dean

Health Professions.

Work Performed

Acts as personal and confidential secretary to the Associate Dean, Health Professions.  

Prepares in final format a variety of documents, many of which are sensitive and confidential; maintains filing and bring forward

systems, and drafts correspondence as required.  

Acts as secretary to committees chaired by the Associate Dean, Health as required: schedules committee meetings, prepares

materials for distribution, takes minutes and prepares action tracking reports. Provides follow up for action items as required. 

Liaises with the Health Professional program academic and clinical leaders and others within and external to the Faculty as

required in completion of projects related to the Health Professional Program administration and advancement. Handles requests for

information and data for specific projects, and tracks through to completion.  

Deals with faculty members, staff, students, community partners, and others in a professional manner on behalf of the Associate

Dean, Health Professions by phone, email, and in person. Consistent with the Faculty's Professional Standards document, the

Faculty is committed to the highest level of professionalism in all interactions.  

Tracks multiple projects concurrently.  

Compiles data and prepares statistical reports for the Associate Dean, Health Professions related to the health professional

program portfolios. Conducts research as required to compile data across all health professional programs.  

Tracks health professional program accreditation cycles, timelines and expectations for the Dean's office including ensuring that

draft copies of all reports are received and reviewed by the Associate Dean, Health Professions in advance of submission to the

Dean for signature and then ensures that final reports are filed and timelines for ongoing communications related to accreditation

cycles are tracked.  

Creates and maintains databases and directories to include common data from all the Health Professional programs within this

portfolio related to admissions, program accreditation, practice education, national exam results of new graduates, licensing
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requirements of new graduates in BC and other data of interest and relevance to the senior Faculty leadership.  

Develops a broad knowledge of the health professional programs within the portfolio and maintains an up to date directory of

academic, clinical, Professional Associations, College and student leaders.  

Assists in the organization of workshops as required, including room bookings, catering, equipment and supplies. Computes and

compiles workshop evaluation results.  

Screens and prioritizes incoming calls and mail, exercising judgment as to whether matters require urgent attention and or whether

background information must be acquired immediately.  

Manages the calendar of the Associate Dean, Health Professions and screens requests for appointments. Exercises tact and

discretion in prioritizing requests for appointments. Coordinates and assembles bring forward materials for projects and meetings

from a variety of sources.   

Coordinates travel arrangements for the Associate Dean, Health Professions including airline, hotel, visas, ground transportation,

and reimbursement of expenses.  

Organizes and compiles various materials and data as required, often project related.  

Coordinates faculty, staff and students as needed for educational sessions led by the Associate Dean, Health Professions.  

Oversees the budget within the portfolio.  

Drafts power point presentations for the Associate Dean, Health Professions and secures background information as may be required

for preparation of presentations.  

Performs other related tasks as required.

Supervision Received

Works under the direction of, and receives work assignments from, the Associate Dean, Health Professions.  Performs familiar

duties independently and in accordance with established procedures.

Supervision Given

May supervise work study students or temporary staff.

Consequence of Error/Judgement

Disclosure of confidential, sensitive, or incorrect information could cause embarrassment or have a detrimental effect on Faculty

operations. Must be able to work with minimal supervision to ensure standards of business practice, established procedures, and

disclosure are maintained effectively and with a high level of professionalism.

Qualifications

High School graduation and two year post-secondary diploma.  .  4 years relevant experience or the equivalent combination of

education and experience.  Experience within a College or University preferred. 

Computer experience required (Word, Excel, Power-point, Outlook). 

Experience with SharePoint preferred. 

Secretarial skills and training in office procedures and practices are essential. 

Knowledge of UBC Policies and Procedures is preferred.  Ability to communicate effectively verbally and in writing. Ability to

deal with a diverse group of people in a calm, courteous and effective manner. Ability to type 60 words per minute. Ability to use

the normal range of office equipment. Ability to use word processing, excel spreadsheet, powerpoint, electronic mail, electronic

calendars and internet applications at an intermediate level. Ability to manage a SharePoint electronic database and document

system. Ability to prioritize and organize work effectively under pressure to meet deadlines. Ability to effectively manage

multiple tasks and priorities. Ability to maintain accuracy and attention to detail. Ability to take and transcribe accurate

meeting minutes. Ability to compose correspondence, reports, presentations, and other written materials using clear, concise

business English. Ability to exercise a high level of tact and discretion when handling sensitive and or confidential matters.

Ability to work effectively independently and in a team environment.
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UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10894

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Clinical

Classification Title: Clinic Receptionist (Gr2) Business Title: Clinic Receptionist (Gr2)

Department:           Dental Clinic

Salary:     $  19.76 (Hourly) 

Full/Part Time:       Part-Time

Desired Start Date:   2011-08-15 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

To act as receptionist in the Main Dental Clinic working with 120 students and faculty to serve 200-300 patients per day.

Organizational Status

Reports administratively to the Assistant Clinic Administrative Manager.  Works closely with other Clinic Receptionists and Chart

Room Clerk. Interacts regularly with patients, students, faculty, and other staff.

Work Performed

Provides guidance and instructions to students on dental plans and pre-determination procedures.  Liaises with dental plans to

ensure that patients receive maximum benefits.  Verifies and prints dental insurance claim forms for reimbursement. Troubleshoots

dental insurance processes. 

 

Allocates payments in patient records from dental insurance remittances, follows up problems with patients and dental insurance

companies.  Gathers information from patient records. 

 

Answers telephone and in-person queries from prospective and current patients about programs available for treatment in the dental

clinic.  Answer queries about treatment entries and charges in computer record.  Identifies problem in computer record and

forwards for correction. 

 

Books appointments for routine and urgent care patients.  Assigns students to urgent care patients and liaises with urgent care

supervisor to ensure that all patients receive treatment.  Books appointments for non registered patients in pain for the Urgent

Care Clinic. 

 

Instructs students during orientation, once or twice per academic year, on reception procedures, patient payments, laboratory

procedures and dental plans. 

 

Takes daily payments of cash, cheques, credit cards, and direct deposit.  Accurately enters payments into patients' record and

issues receipts to the patient. Reconciles and prepares deposits on a daily basis. 
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Contacts patients by phone with outstanding accounts and NSF cheques to obtain payment. 

Closes patients' accounts and gathers information on accounts to be forwarded to a collection agency. 

 

Checks laboratory items to ensure that pre-payment has been made or that pre-determination has been approved by dental plans. 

 

Enters data for Dental Laboratory invoices into patient records.  

 

Prepares dental charts and computer records for patient. 

 

Responsible for setting up and maintaining a system for archiving and recycling dental charts. 

 

Trains new staff members.

Supervision Received

Works under general supervision with general instructions and guidelines.  Routine duties are performed without ongoing direction.

Supervision Given

N A

Consequence of Error/Judgement

Work is performed under clearly defined guidelines requiring minimum judgment on methods used to perform work.    Resolves some

problems but refer most to the supervisor.  Errors can be corrected but could result in patients not receiving treatment when

needed causing angry patients, faculty and students missing valuable clinical instruction time.

Qualifications

High School graduation and completion of a Medical or Dental Office Assistant program (including terminology). 1 years relevant

experience or the equivalent combination of education and experience.  A high level of knowledge of dental insurance with at least

three years experience in preparing claims and reconciling payments. Knowledge of Ministry of Social Services dental coverage

provided for patients with disabilities.  Ability to maintain accuracy and attention to detail. Ability to type at 50 wpm and to

operate the normal range of office equipment as may be required in the performance of duties, such as, data entry systems,

calculators, copying machines.  Excellent communication and organizational skills required.  Dental terminology required.  Word

processing spread sheet computer experience required (dental database preferred).  Ability to exercise tact and discretion. 

Experience with patients who speak English as a second language and also patients with disabilities. Ability to work flexible

schedules, evenings, and weekends.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10895

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Grad Student Support

Classification Title: Grad Student Support 2 (Gr6) Business Title: Thesis/Information Clerk

Department:           Faculty of Graduate Studies

Salary:   $39,168.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-15 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

Job Summary

The SAS Thesis Information Clerk has two primary areas of responsibility: 1) Thesis (reviewing, accepting, and organizing the

yearly distribution of over 1,000 final Masters and Doctoral theses at UBC for graduation processing and archiving) and 2)

Admissions Records (evaluating routine and complex transcripts from North American and international institutions to determine

eligibility for admission to graduate programs, as defined by University policy, processing recommendations for admission,

generating admission letters and registration eligibility on SISC, evaluating and processing records requests). Like all SAS

Clerks, the SAS Thesis Information Clerk serves UBC faculty, staff, students, prospective students, and the general public by

answering questions regarding admissions, records and thesis submission.  

 

This position is structured to provide significant flexibility and peak volume coverage over the course of the academic year. The

two primary functions have distinct peak volume periods, allowing the position to provide back-up assistance as needed in other

areas.

Organizational Status

Reports to Associate Director, SAS on thesis-related tasks and Admissions and Records Manager on admissions and other tasks.

Liaises with other SAS staff, research supervisors, graduate secretaries, and graduate students regarding thesis receipt,

admissions and records. Has ongoing contact with Library and Archives Canada, UBC Library Processing Centre, UBC Rare Books and

Special Collections, and external microfilming vendors.

Work Performed

Thesis Receipt and Processing - 35% 

1. Recommends changes in policy or procedures to Associate Director, and revises and maintains current Thesis Management Guide and

Thesis Review Guide. 

2. Advises students, faculty and staff on theses formatting and theses submission policies and procedures by phone, mail, e-mail

and in person at Front Counter. Forwards complex or non-standard questions to Associate Director. 

3. Receives theses via an online submission system. Ensures all necessary forms are attached or submitted, checks for adherence to

thesis submission guidelines, according to established Thesis Review Guide. 

4. Prepares and distributes official thesis receipts by e-mail. 

5. Corresponds with the UBC Library and Library and Archives Canada on theses receipt and distribution, and follows up and
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rectifies cases of non-standard formats or errors. 

6. Informs students or research supervisors of thesis format discrepancies, and requests corrected thesis manuscripts. 

7. Accepts requests for theses to be withheld from the Library and e-mails student and supervisor when a decision to withhold or

not is made. Tracks release dates for withheld theses. 

8. Enters thesis titles on SISC. 

9. Files or prepares electronic storage of thesis forms and records. 

10. Maintains thesis supplies and replenishes them as needed. 

11. For each graduation season (i.e. twice a year) collects Doctoral Citations from students, and sends reminders to students who

have not submitted a citation. Distributes citations to Associate Deans for revision, and corresponds with students on behalf of

the Deans if there are questions about a citation. Ensures that the revised Citations are returned by a deadline. Sorts and prints

Citation labels and sends them to Enrolment Services to be included in the graduation folders for Congregation. Generates a list

of doctoral dissertation titles for the graduation season and ensures that the list is available at Congregation.  

 

Admissions - 30% 

1. Reviews and updates application data entered on Admissions Systems and Student Information Service Centre (SISC) to ensure

accuracy.  

2. Assesses standard and complex recommendations for admission from departments by reviewing academic credentials such as

transcripts, degree certificates and other documentation, such as reference letters and test scores, for content and authenticity.

Transcript evaluation involves reviewing Canadian, U.S. and international transcripts according to established guidelines to

ensure applicants meet UBC academic eligibility requirements like grade point average and the appropriate degree completion from

accredited institutions.  

3. Ensures file is complete by checking for standardized test scores, proof of Immigration status, reference letters, and other

required documents.  

4. Generates acceptance letters for successful applicants (occasionally includes non-standard wording for conditional acceptances)

using SISC.  

5. Forwards highly unusual cases, borderline eligibility cases and other inadmissible applications to Admissions and Records

Manager for review and action. Checks eligibility for UBC students requesting permission to attend other universities, and for

visiting students to UBC from other Canadian Universities, via various exchange agreements. Generates permission letters and

updates SISC as appropriate. 

6. Prepares and forwards files to generate Admission letters, and may assist in letter processing.  

 

Records - 20% 

1. Reviews requests for amendments to student records (includes add drop courses, grade changes, removal of registration blocks,

minor correction of student fees, program transfers, transfer of credits, etc.). Ensures request is consistent with Policy or

regulation. Otherwise, advises originating department regarding the Policy or regulation which prohibits request being approved. 

2. Reviews non-standard requests for amendments to student records; prepares a brief summary of why request falls outside Policy.

Forwards to Admissions and Records Manager for review and action.  

3. Processes and forwards to SAS secretary files to generate records letters  

4. Evaluates applications for graduation based on established graduation requirements. 

5. Reviews standard student progress reports to identify students whose performance falls below minimum standards and informs

academic departments accordingly. Advises Department Head, Graduate Advisor or Graduate Program Staff regarding need to submit

academic recommendations.  

 

Front Counter - 10% 

1. Answers basic questions from prospective students, applicants, students, the public, and UBC faculty and staff related to

admissions and records and refers more difficult questions to appropriate SAS clerk; answers basic questions related to graduate

financial awards and refers more difficult questions to appropriate awards staff. Inquiries can be received by phone, in-person,

or e-mail. 

2. Greets visitors and directs to appropriate person office. 

 

Performs other related duties in keeping with the qualifications and requirements of the job - 5%  
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Works in a shared office with individual modular workstation, workspace has overhead fluorescent lighting and some natural

lighting. Normal office environment, equipped with PC with minimum 17" monitor, telephone and task lamp.

Supervision Received

Works under the general supervision of Associate Director on thesis-related tasks and Admissions and Records Manager on admissions

and other tasks, but is expected to prioritize own work. Receives detailed instructions on new assignments and has various

reference manuals to access. Has authority to act within the parameters of existing Policy. New or unusual matters, technical

problems, and any issues which fall outside Policy boundaries are referred to supervisors.

Supervision Given

May assist with the training new staff (new full time employees, temporary staff & Work Study students). May occasionally oversee

work of Work Study Student Assistants.

Consequence of Error/Judgement

This position has responsibility for identifying the Policy or guideline which addresses the issue at hand and accurately

communicating that policy or guideline information. Decisions are based on a thorough knowledge and accurate interpretation of

information contained in various resources. New or unusual issues are referred to the Associate Director, SAS Information Clerks,

or the SAS Admissions and Records Manager, and when appropriate, recommendations for solution or action are included. All major

decisions result in a letter or memorandum which requires the review and signature of the SAS Director. Errors in decision of

information provided could affect the academic progress or graduation of a student or cause embarrassment to the Program, Faculty

and or institution.

Qualifications

High School graduation and two year post-secondary diploma.  Plus one year post-secondary education with training in office

procedures and practices.  3 years relevant experience or the equivalent combination of education and experience.  Minimum four

years of related experience or three years of relevant UBC experience.  Ability to use word processor, spreadsheet, database,

internet and electronic mail applications at an intermediate level.   (Word, Excel, SISC, and UBC admission system, Internet and

Electronic Mail preferred). Knowledge of standard academic terminology and Graduate Studies an asset. UBC Graduate programs,

thesis requirements and requirements for application and admission to Graduate Programs preferred. Knowledge of application and

admissions processes and procedures, UBC policies and procedures related to finance and payroll matters. Knowledge of SISC

preferred. Effective oral and written communication. Effective interpersonal, customer service and organizational skills. Ability

to type 50 w.p.m. Ability to operate a normal range of office equipment. Ability to prioritize work and to meet deadlines. Ability

to maintain accuracy and attention to detail. Ability to compose routine correspondence and other business related documentation

in clear concise business English. Ability to perform basic mathematical calculations. Ability to exercise tact and discretion.

Ability to work effectively independently and in a team environment.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10888

Location:             Robson Square

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Program Assist

Classification Title: Sr Program Asst-Gen (Gr8) Business Title: Program Co-ordinator

Department:           The Sauder School of Business

Salary:   $41,736.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

This position is responsible for all aspects of planning, arranging and administering residential and non-residential executive

programs for both domestic and international business clients, in-house seminars and special events. Co-ordinates arrangements for

physical facilities, accommodation, meals and services.  Responds to client inquiries and requests in the planning stage and

throughout the seminars.  Oversees the venue during the seminar and monitors expenses throughout seminar providing a final

reckoning.  Monitors the day-to-day operations of Executive Education seminars at Robson Square providing input for changes to

administrative processes and facilities procedures.  Liaises with Robson Square concierge regarding the designated Sauder space. 

Works collaboratively within a cross-functional team environment.  Work functions are based upon a thorough knowledge of

Departmental and University guidelines, procedures, policies, and Department mandate 

 

This position will be located primarily at the university's new downtown campus, UBC at Robson Square, with the workday normally

being scheduled within the hours of 7:00 am to 6:00 pm (8 hours in total - 7 hours + 1 hour for lunch); however, this position

will require working flexible hours, such as evenings and occasional weekends.

Organizational Status

Reports to the Customer Service Manager.

Work Performed

Coordination 

 

1.	Coordinates arrangements for public and other seminar offerings at UBC and other locations, including physical facilities,

travel arrangements, accommodation, materials, meals and services. This includes liaison with instructors (faculty and

consultants) and participants throughout the seminars programs. In addition makes suggestions regarding staffing needs for

upcoming events to Senior Program Coordinator. Monitors expenses to ensure event does not exceed financial commitment. 

 

2.	Plans and coordinates seminar materials such as; binders, handouts, and a v equipment and ensures readiness for upcoming

seminars including the physical set up of the room.  During the seminars, will be available to ensure that the needs of the

instructors are met, e.g., a v requirements, overheads, extra supplies, photocopying, etc.  Updates the appropriate electronic and

paper files related to seminars i.e. changes to handouts, instructor biography etc. 
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3.	Prepares and ensures consistency in the overall quality and design of all seminar related materials including word processing,

formatting, etc as required.  Coordinates and supervises materials production including assembly of original package,

reproduction, binder assembly and pre-reading (as required).  Updates seminar materials ensuring accurate changes or amendments,

documenting resource information for copyright.    

 

4.	Oversees and monitors the day-to-day Executive Education operations at Robson Square.  Provides input for changes to programs,

administrative and facilities procedures.  

 

5.	Acts as primary contact for instructors and participants during seminars or events and is available prior to class and during

breaks.  Ensures that needs of the instructors and participants are met through timely and tactful intervention when problems of a

programmatic and or personal nature arise.  Responds to or re-directs when appropriate client inquiries or requests of and

actively seeks; course content, instructor or other matters before, during or after seminar. 

 

6.	Reconciles expenses to budget after programs have ended and invoices have been received.  Updates spreadsheet to reflect

projected expenses versus actual expenses. 

 

7.	Track event attendance and reviews results from seminar evaluation forms from seminar participants and takes immediate action

on negative comments relating to program logistics and communicates action taken to the coordinator team for direct client

follow-up when appropriate.   

 

8.	Monitors and processes routine expenses related to seminar budgets up to $50,000. 

 

9.	Monitors catering contractors ensuring that the agreed services are provided for the programs and events.  This entails

updating and reviewing of all menus, awareness of participant dietary requirements and advising appropriate caterers, ordering,

confirming numbers of attendees, verifying charges related to catering functions. Facilitates regular negotiations on price point,

as well as continually seeking to enhance the catering services used by Executive Education.  

 

10.	Selects hotels ensuring special pricing for Executive Education while maintaining or enhancing customer satisfaction.  Handles

travel arrangements for leaders either coming or going out-of-town. 

 

11.	Liases with campus suppliers (e.g., Food Services, Financial Services, etc.) and non-campus suppliers (BCBC, Robson Square,

Catering companies, Impark, etc) with respect to work required for seminars, programs or facilities.  

 

12.	Purchases gifts for speakers or volunteers. 

 

Other 

 

1.	Coordinates and attends opening and closing function and special events.  This many involve arranging venues, charters, special

mailing, caterers, transportation, etc. 

 

2.	Monitors printing contractor ensuring that the product adheres to prepared specifications, quality control, quantity, timely

pick-up and delivery, checking the invoices, requesting credits where necessary and continually trying find ways to cut costs. 

Follows up any financial discrepancies and requests credits when needed. 

 

3.	Ensures that UBC policies such as those concerning alcohol are adhered to. 

 

4.	Provides backup coverage for other Program Coordinators and Customer Service Manager when needed.

Supervision Received

Receives general day-to-day supervision from the Customer Service Manager.  Work is of an autonomous nature.
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Supervision Given

May coordinate, train and supervise work assignments of student assistants and or temporary staff.

Consequence of Error/Judgement

In line with University and Departmental guidelines, policies and procedures, makes decisions and recommendations regarding

planning logistics and exercises judgement when trouble shoots events. For example, low ratings relating to logistics on the

evaluation form may result in revenue losses or a decision to attend another institution. Incomplete information or mishandling of

client inquiries, concerns or problems can cause a negative impact on UBC's reputation for excellent service.

Qualifications

High School graduation and two years post-secondary education.  Four years of related experience or an equivalent combination of

education and experience.  4 years relevant experience or the equivalent combination of education and experience.  Must speak

fluent Chinese (Mandarin) and be familiar with other cultures (particularly Chinese culture). Computer experience required

intermediate (Word, Excel, Outlook and Powerpoint).  Event planning  project management experience. Effective oral and written

communication, interpersonal, customer service and organizational skills.  Ability to type 50 w.p.m. and to operate a normal range

of office equipment.  Ability to use word processing, spreadsheet and electronic mail applications at an intermediate level. 

Ability to prioritize work, multi-task and meet deadlines.  Ability to maintain accuracy and attention to detail.  Ability to

exercise tact and discretion.  Ability to work flexible hours.  Ability to work both independently and within a team environment.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10870 (Repost)

Location:             Vancouver - Point Grey Campus

Employment Group:     CUPE 2950 (Cler/Secr/Library)

Job Category:         CUPE 2950 Program Assist

Classification Title: Sr Program Asst-Med Ed (Gr8) Business Title: Sr Program Asst-PRIN

Department:           Medicine,Udrgrd Ed.(Dean'sOff)

Salary:   $41,736.00 (Annual) 

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-05 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-08 Available Openings: 1

This position is located at the Life Sciences Centre at UBC.

Job Summary

This role coordinates 1st year MD Undergraduate Program by compiling information necessary for the development of timetables and

schedules and any other planning for the first year program including Principles of Human Biology (PRIN 401) and Foundations of

Medicine (FMED). The position also coordinates and oversees all pre-registration materials for students and all aspects of the

Orientation Week (ORNT 400) for the entering class of the MD Undergraduate Program including event coordination and contribuyion

to course development. The combined program includes over 40 students from The Faculty of Dentistry and 260 students in the

Faculty of Medicine. This position has the primary responsibility for the 1st year program coordination of both faculties. As the

master timetables for first year are generated by the position, the incumbent is in constant liaison with PRIN and FMED Week and

Block Chairs, Program Assistants and curriculum secretaries and affiliated hospitals (as necessary).  The position provides data

necessary for the Year 1 Promotions Committee.  It is expected that the incumbent will handle student enquiries of a non-routine

and routine nature.  With respect to non-routine matters they will interpret guidelines and policies and procedures in determining

how the matter should be handled, and what type of action should be taken, or refer the matter to the appropriate person. This

position will provide primary backup for the FMED Year 2 Program Assistant and backup to other first year Senior Program

Assistants for any unexpected absences. 

 

Further expansion of the MD Undergraduate Program is scheduled to commence from September 2011, with the addition of the Southern

Medical Program (SMP) in Kelowna.  This position will work closely with the newly hired support staff at SMP to provide guidance

and advice on day to day operations of year 1 first term PRIN 401.

Organizational Status

Reports to the Administrative Director through the Program Manager Year 1   2.

Work Performed

Academic Support for ORNT400, PRIN 401 and Year 1 FMED 

Oversees all aspects of the Year 1 Orientation Week for the incoming class. 

Assists the Course Director, Program Manager (Years 1   2) and Block and Week Chairs with the planning, scheduling and resource

management for the relevant courses in Year 1. This includes preparing documentation and corresponding with lecturers and

clinicians in the program. 

Coordinate the Year 1 Orientation web pages on both MEDICOL and the Faculty of Medicine website. 
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Confirms all lecturers and sends reminders regarding lecture scheduling. Responsible for the copying and distribution of all year

1 related handouts. 

Coordinates the tracking of lecturer payments. 

Orders catering for all ORNT, PRIN and FMED Year 1 planning meetings. 

Organizes and maintains files and assists in maintaining student databases relating to Year 1. 

Provides information for the First Year examinations and Promotions committees. 

Attends weekly tutor support meetings.  Assists the PBL Year 1 Program Assistant and the Year 1 PBL tutor meeting chair with any

duties related to the year 1 weekly tutor meetings.  Attends year 1 pre-block meetings as necessary. 

Student Support 

Produces, the Year 1 Registration Package and supporting material.  This may involve researching or rewriting material from the

previous year.  

Provides first year students with online registration information for SISC (Student Information Service Centre).  

Liaises with first-year class president, MUS executive and other students. Advises students regarding university policy and

programs.  

Provides on line entry of marks at the end of first year into the Faculty Service Centre.   

Participates in the invigilation of mid-term and end of term examinations. 

To share responsibility with the PBL Year 1 Program Assistant for ensuring material in the IMP,  NMP and SMP student files are

copied as per established policies, and then couriered to the respective sites. 

Ensures textbook lists are accurate and updated for forwarding to the Library. 

Update student mailboxes at year end, updates student bulletin boards and maintains MD   PhD student lists. 

Arranges photo sessions and student IDs at the start of the year. 

Databases and Listserves 

Maintains e-mail listserves for committees and curricular groups relating to PRIN 401, FMED Year 1 and Orientation. 

Designs, modifies, and updates databases of committee membership, ORNT PRIN FMED faculty, planning committees and seminar rooms.  

Oversees the tracking of ORNT PRIN FMED planning membership 

Scheduling and Curriculum Planning 

Contributes to planning and developing workshops, tutorials and courses for Year 1 Orientation (ORNT400). 

Liaises regularly with Week Chairs for PRIN 401 and FMED Year 1 to coordinate any changes to schedules. 

Liaises with local and inter-site room bookers to ensure the booking of regularly occurring and one off events relating to the

first year curriculum. 

Coordinates the development of first year weekly timetables for the Orientation Week, PRIN 401 and FMED Year 1 and responsible for

forwarding completed schedules for input into the MEDICOL site for all first year students and arranges the printing and

distribution of necessary handout-out materials. 

 

Creates the master PRIN FMED weekly schedule that involves receiving all material from the three sites and compiles one schedule

that is disseminated to MEDICOL, and back then to the sites, for copying when complete and confirmed.  

Announces changes to the first-year class regarding course information, timetables, and room scheduling. Arranges and orders

equipment as necessary. 

Maintains current information by providing regular updates for the first year Orientation Week, PRIN 401 and FMED Year 1  

 

Coordinates, attends and minutes the ORNT  PRIN and FMED block planning meetings for Year 1. 

 

To work with the Curriculum Management unit in delivering the curriculum mapping project. Updating matrices   planning tools and

acting as the conduit between the mapping process and week block chairs. 

 

Event Planning 

Coordinates special events for the Orientation Week Reception. Reserves facilities, coordinates catering, plans scheduling,

advertises events to students, staff and faculty, records attendance, follows budget guidelines. Composes letters and invitations

and oversees production of invitations and nametags.  

Financial 

Reconciles student recovery account. Collects and tracks registration, and insurance fees. Ensures payment of honoraria for

participants (including lecturers) in orientation week and PRIN 401 and FMED Year 1. Requisitions supplies and materials as
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required, and expenses incurred.  

Committees 

Arranges and attends committee meetings related to Orientation Week.  Records and distributes minutes where appropriate.  

 

Also attends the following committees:  

PRIN 401 planning meetings (organizes, records and distributes minutes) 

FMED (Year 1) block planning meetings (organizes, records and distributes minutes) 

ORNT 400 planning meetings (organizes, records and distributes minutes) 

Distributed admin team meetings (attends) 

PBL tutor support meetings (attends on occasion only) 

 

Miscellaneous 

Updates and edits the Year 1 ORNT  PRIN  FMED procedures reference manual. 

 

Provides general backup and support to the Year 1 PBL Senior Program Assistant, the Year 2 Senior PBL Program Assistant the Year 2

FMED Senior Program Assistant.   

 

Undertakes occasional backup for Receptionist at LSC. 

Participates in the invigilation of mid-term and end of term examinations. 

 

Handles enquiries of both a non-routine and routine nature. 

 

Performs other related duties as necessary in keeping with the qualifications and requirements of the job.

Supervision Received

Duties are performed independently as required, under limited supervision.

Supervision Given

None.

Consequence of Error/Judgement

The Associate Dean, Curriculum, administers the area. The incumbent, in coordination with the Administrative Director and Program

Manager, yrs 1 & 2, is responsible for the management of Orientation Week and the day-to-day administration of the first term of

first-year Medicine (PRIN 401) and the subsequent FMED blocks in term two.  

 

The FMED schedule is extremely detailed and errors in scheduling could have considerable impact on students' learning, faculty and

student satisfaction and on the cost of delivering the FMED courses. The incumbent works within broadly established guidelines and

will, in conjunction with Course Directors, be establishing any new procedures that are required while the implementation of the

second year at the distributed sites occurs. It is important that student records are dealt with conscientiously, and students are

given accurate information regarding their program, since mistakes can have a long-term impact. Medical school expansion and the

distributed program is a high profile project that is completely innovative and requires the coordination of many activities and

people. Impact of error is considerable as material is widely distributed. It is important that faculty (e.g. course directors and

teachers) at all sites are dealt with in an efficient and professional manner as the impact of any decisions can have

repercussions for faculty, students, general public, staff and the image of the Faculty as a whole.

Qualifications

High School graduation and two year post-secondary diploma.  .  4 years relevant experience or the equivalent combination of

education and experience.  Ability to communicate effectively verbally and in writing. Ability to make thoughtful, informed, and
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thorough decisions. Ability to work effectively independently and in a team environment.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10878

Location:             Vancouver - Point Grey Campus

Employment Group:     Excluded M&P

Job Category:         Human Resources

Classification Title: Human Resources Advisor Business Title: Human Resources Advisor

Department:           Human Resources

Salary:   $64,369.00 -   $77,274.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-01

Job End Date:         2012-08-31 Possibility of Extension: Yes

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-10 Available Openings: 1

Job Summary

This HR Advisor position will have a focus on providing HR advice and counsel to Enrolment Services as they navigate significant

changes across the department.  The position requires a focus on change management and restructuring in addition to the ongoing

requirement for advice and counsel on performance management; conflict resolution; contract interpretation and grievance handling

to Step 2; progressive discipline; investigations; terminations; return to work and accommodation initiatives.

Organizational Status

Reports to the Senior Human Resources Manager, Advisory Services as well as the Associate Vice-President and Registrar, Enrolment

Services.  Provides consultation to Vice-President & Provost, Associate Vice-President and Registrar, Project  Director, Service

Model Redesign and Implementation, Associate Registrars, Directors and Associate Directors and Managers within Enrolment Services.

Works in collaboration with Change Management Expert, Employee Relations Managers, Organizational Training & Development

Practitioners, Return to Work Coordinators, Pension Administrators and Benefit Administrators.  Provides direction to Human

Resources Associates and Administrative Secretaries.

Work Performed

Consults with the Enrolment Services leadership team on all human resources change management issues pertaining to staff

employees.  Provides HR leadership by recommending appropriate approaches to managing the change and restructuring initiative as

well as providing HR support as required on the implementation of those changes.  To ensure business partnerships are developed

and maintained  regularly meets with the Enrolment Services leadership team. 

 

Provides interpretation and advice regarding collective agreements, contracts, government legislation and University policies,

procedures, practices and guidelines.   

 

Resolves various case issues, may be involved with grievances and disputes by researching, documenting processes, participating in

discussions, recommending solutions and negotiating settlements as applicable.  Provides thorough overview of case with

recommendations directly to Employee Relations Manager.  Consults with Employee Relations Managers prior to advising on

appropriate disciplinary action.   

 

Collaborates with Return to Work Coordinators in Health, Safety and Environment to develop action plans for returning employees to
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the workplace.  Oversees accommodation process identified with Human Resources Associate. 

 

Identify unit development needs, collaborate with advisory services team members to determine training requirements, participate

in program development and deliver training sessions in support of University and Departmental initiatives. 

 

Using a coach approach, advise unit on career development, recruitment practices, succession planning, compensation, change and

performance management and other human resource practices. 

 

Oversees the work of Human Resource Associates and Administrative Secretaries, Advisory Services. 

 

Answers a range of general employment related enquiries from internal and external community. 

 

Participates in various projects and committees. 

 

Performs other related duties as required.

Supervision Received

Reports to the Senior Human Resources Manager, Advisory Services and the Associate Vice-President and Registrar.

Supervision Given

Oversees the work of Human Resources Associates and provides guidance in matters of professional practices.

Consequence of Error/Judgement

Implications of decisions or advice may result in legal and or financial liability, restrictions on operations, damage to

credibility, and poor relations with unions and employees.

Qualifications

Undergraduate degree in a relevant discipline.  Minimum of five to seven years of related experience or the equivalent combination

of education and experience.  Generalist experience with a focus on change management.  Experience in administration of collective

agreements and labour relations in a complex unionized environment.  Thorough knowledge of current Human Resource Management

practices. Knowledge of provincial and federal legislation governing employers Human Resource practices. Knowledge and experience

in using a coaching model to influence and advise clients. Knowledge and experience in handling change and restructuring

inititatives.  Knowledge of the electronic recruiting systems an asset.  Ability to communicate effectively verbally and in

writing. Effective presentation, leadership and organizational skills. Ability to analyze problems, identify key information and

issues, and effectively resolve. Ability to develop and maintain cooperative and productive working relationships with clients and

team members. Ability to develop and implement strategic business plans. Ability to travel to on and off-site departmental unit

locations.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10880

Location:             Vancouver - Point Grey Campus

Employment Group:     Excluded M&P

Job Category:         Human Resources

Classification Title: Snr HR Mgr, Fin, Oprtns,Rsrces Business Title: Senior HR Manager, Finance, Resources & Operations

Department:           VP Finance,Resources & Ops.

Salary:   $80,059.00 -  $100,073.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-10-01

Job End Date:         2012-04-30

Funding Type:         Budget Funded

Other:                Leave Replacement

Date Closed:          2011-08-10 Available Openings: 1

Job Summary

Responsible for the strategic planning, development and coordination of a team of HR related positions within the Finance,

Resources & Operations  (FRO) portfolio to ensure: optimum professional development of the team; consistency in philosophical

approach and practice; efficient and effective client services; timely strategic planning and development; identification, scope

and coordination of project work and attainment of deliverables.  In the capacity of Human Resources Advisor, provides advice, to

HR related positions within the portfolio as well as Supervisors, Department Managers, Directors and department heads.  Provides

counsel and makes recommendations on human resources management issues such as change management, performance management and staff

development, succession planning, leadership development, employee relations (contract interpretation and grievance handling to

step 2), job evaluation, and classification.

Organizational Status

-	Reports to the Director, Human Resources Advisory Services.  In collaboration with Director, Advisory Services provides

leadership and strategic direction to Human Resources related positions within the FRO portfolio.  Provides consultation to

Supervisors, Department Managers, Directors, Managing Directors and Department Heads.  Works closely with Manager, Human Resources

Advisory Services, Associate Director, Employee Relations, Employee Relations Managers, Human Resources Advisors, Total

Compensation Team, Organizational Training & Development Team.  Establishes relationships with local union and association

representatives. The position also partners closely with the Vice-President, Finance, Resources & Operations, Managing Directors

for University Community Services, Building Operations, Infrastructure Development, the Comptroller, Treasurer and AVP, Campus &

Community Planning.

Work Performed

- In collaboration with UBC HR and FRO functional departments, is responsible for HR strategic planning as well as coordination

and implementation of plans.  Also responsible for the creation and implementation of HR programs, practices, policies, and

initiatives designed to promote the Vision and Values of UBC and the Focus on People: Workplace Practices initiative.  Makes

recommendations to the Director, HR Advisory Services in regards to the strategic direction and initiatives identified; 

 

- Manages Human Resources staff across the FRO team.  Where staff has a dual reporting structure to their functional manager,

provides management on HR related matters only.   Acts as a resource for the team by providing guidance and counsel for all human

resources related issues; 
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- Works closely with UBC HR as part of the Advisory Services Team to ensure philosophical alignment; inclusivity of FRO HR input;

and effective communication to FRO clients with regard to HR issues; 

 

- In collaboration with UBC HR and functional departments, plans and implements appropriate HR staffing and development needs

consistent with strategic plans, goals and objectives.   

 

- In collaboration with UBC HR and functional departments, recruits, develops, and manages the performance of Human Resources

staff ensuring professional development plans are in keeping with the goals of UBC HR and the functional department;  

 

- Develops and implements effective HR customer service to FRO, establishing priorities and maintaining focus and direction to

ensure objectives are met; 

 

- Monitors consistency of practice and balances workload across FRO portfolio; 

 

- In areas of the FRO portfolio without HR positions provides coaching and counselling to clients with regard to sound and

effective HR practices.  Researches and identifies options, solutions and action plans for all aspects of human resources

management pertaining to staff employees; such as organizational change, performance management and staff development, succession

planning, leadership development, grievance processes, discipline, termination of employment, dispute resolution, recruitment and

retention, job evaluation and classification, compensation and benefits, salary administration, attendance management, and return

to work situations.  In areas of the FRO portfolio with the appropriate HR positions provides oversight and advice, coaching and

counselling as requested or necessary on all of the HR practices identified.  Maintains macro view of the client portfolio in

order to anticipate needs in a proactive manner; 

 

- Provides interpretation and advice regarding a variety of negotiated agreements, provincial and federal government legislation

and University policies, procedures, practices and guidelines.  Consults with ER Managers and HR Advisors for consistency in

practice and official UBC interpretations; 

 

- Represents the University, Human Resources, and the client department when meeting with union and various employee group

representatives; 

 

- Working with FRO clients develops and drafts letters of agreement, responses to issues and grievances (up to and including step

2) and termination letters; 

 

- In consultation with UBC HR and functional departments develops and delivers a variety of training sessions, workshops, or

on-line courses, leveraging strengths in each department, in support of HR and University initiatives and departmental needs; 

 

- Remains current with new HR practices, management philosophies, techniques and tools; 

 

- Participates in a wide range of projects and committees; 

 

- Performs other related duties as required.

Supervision Received

Works in collaboration with the Associate Director, Employee Relations and Manager HR Advisory Services.  Works independently,

exercising discretionary judgement and tact.  Reports to the Director, Human Resources (Advisory Services).

Supervision Given

Manages a variety of Human Resources positions across the Finance, Resources and Operations portfolio.  Provide guidance and

direction to staff in handling client needs and employee relations issues.
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Consequence of Error/Judgement

The decisions and recommendations of the Senior Human Resources Manager, FRO, has or may have legal, financial, contractual and

operational implications for the University, client departments and employees, both in the short and long term.  Inadequate

strategic planning for Finance, Resources and Operations may result in staff morale issues, compromise departmental integrity and

as a result impact the UBC community.   Poor working relationships may contribute to lower staff morale and have a negative impact

on the reputation of the University and the Human Resources Department and affect relations with various contacts.  Failure to

accurately assess team and client needs, exercise appropriate judgement and foresight may impact on the ability of the University,

Human Resources Department, client departments and employees in achieving their objectives or goals.

Qualifications

Undergraduate degree in a relevant discipline.  Minimum of eight to nine years of related experience and at least 3 years of

demonstrated management leadership experience or the equivalent combination of education and experience.  Human resources

experience including senior management experience.  Experience in administration of collective agreements and labour relations in

a complex, unionized environment. Demonstrated experience and knowledge in human resources management, human resources

legislation, learning and development, problem solving, change management, strategic planning, advising, project development,

implementation and completion. Experience in a large multi-functional, complex unionized organization preferred.  knowledge of

current Human Resource Management best practices. Knowledge of provincial and federal legislation governing employers. Knowledge

of the University's Human Resources and financial systems preferred.  Ability to conduct needs analyses, plan, organize, manage,

monitor, complete, and evaluate projects within allocated time and resources. Ability to foster the long-term learning and

development of staff through coaching, managing performance, and mentoring. Effective and proven strong leadership, planning,

facilitation, organizational, mediation and negotiation skills. Ability to analyze problems, identify key information and issues,

and effectively resolve. Ability to communicate effectively verbally and in writing. Ability to deal with a diversity of people in

a calm, courteous, and effective manner. Ability to develop and deliver effective presentations. Ability to lead and direct teams

and committees with diverse skills and personalities and to establish and maintain effective working relationships with all levels

of management, staff and unions. Ability to prioritize and work effectively under pressure to meet deadlines. Ability to

effectively manage multiple tasks and changing priorities. Ability to exercise tact and discretion. Ability to effectively use

Microsoft Office personal computer software applications at an intermediate level (e.g., Outlook, MS Word, MS Excel).

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  60



 

Job Posting

Job ID:               10879

Location:             Vancouver - Point Grey Campus

Employment Group:     Excluded M&P

Job Category:         Human Resources

Classification Title: Senior ER Advisor Business Title: Senior Employee Relations Advisor

Department:           Human Resources

Salary:   $73,448.00 -   $91,809.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-01

Job End Date:         2012-08-31 Possibility of Extension: Yes

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-10 Available Openings: 1

Job Summary

The University of British Columbia is one of the largest universities in Canada, and one of the largest employers in the province

of British Columbia, employing more than 6,000 faculty members and approximately 19,000 support staff (including student

employees) spread across more than 10 bargaining units or employee groups.  One of the key functions of the Human Resources

Department is to be responsible for the negotiation, administration and maintenance of collective agreements, conflict management

and dispute resolution, and to provide direction and consultation to client departments in the interpretation of legislation

governing employment practices. 

 

Reporting to the Associate Director, Employee Relations and working within the Employee Relations team, this position is

responsible for developing labour relations strategies and policies affecting staff at the University; acting as counsel or

instructs counsel for the University at arbitration and other hearings; interpreting and administering collective agreements and

other agreements and handbooks governing conditions of employment of support staff at the University; providing coaching and

advice to the Human Resources Advisors, Human Resources Associates and client departments on all matters relating to labour

relations management; and developing working relationships with various union and employee representatives.

Organizational Status

Reports to the Associate Director, Employee Relations. Works closely with other Employee Relations team members. Provides

coaching, consultation and advice to the Human Resources Advisors, Human Resources Associates, and client departments.  Acts as a

liaison with union and employee representatives.  Provides work to the Legal Assistant (Law Student) and the Employee Relations

Assistant.

Work Performed

Develops labour relations strategies and policies affecting support staff at the University.  Identifies significant issues,

conducts research and prepares recommendations and position papers regarding labour relations policies and procedures. 

 

Investigates, researches and analyzes labour relations and employment issues as they relate to individual cases, grievances or

collective bargaining preparation. 

 

Acts as counsel or instructs counsel for the University at arbitration and other hearings.  Researches case law, past practice,

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  61



assesses impacts exposures, and identifies solutions.  Prepares cases by developing strategies, preparing interviewing witnesses

and preparing opening and closing  statements.  Negotiates with union and association representatives to resolve disputes prior to

formal hearings where possible. 

 

Drafts and signs Letters or Memorandums of Agreement in settlement of issues.  Interprets and administers collective agreements

and other agreements governing conditions of employment of employees at the University. 

 

Acts as the University representative in Step 3 grievance meetings.  Researches and prepares case in conjunction with the Human

Resource Advisor.  Presents case on behalf of client Department and attempts to reach settlement of grievance.  Attends various

informal meetings with union and employee representatives, departmental representatives and employees to resolve disputes or

matters. 

 

Provides consultation, coaching and advice to Human Resources Advisors, Human Resources Associates and, where required, client

departments on all matters relating to employee relations management and labour and employment law.  Provides interpretations of

current agreements and policies on more complex employee or labour relation issues.  Recommends strategies to support client

departments. 

 

Provides direction to Human Resources Advisors and client departments in the interpretation of University policies, procedures,

and practices and their application to the work place; and in the interpretation of legislation governing employment practices at

the University (e.g. Employment Standards Act, Human Rights Code and Freedom of Information and Protection of Privacy Act). 

 

Provides direction to Human Resources Advisors and client departments engaged in grievance, layoff, termination, or internal

placement processes which are particularly complex or which have far reaching legal or financial implications for the University. 

 

Develops effective working relationships with various employee and union representatives; participates and may chair regularly

convened Labour Management Committee meetings to discuss issues, at times contentious issues, and to propose solutions. 

 

Creates educational materials and delivers seminars and workshops relating to employee relations. 

 

Maintains current knowledge and awareness of labour and employment law, human resource best practices, labour relations standards

and practices and legislative changes to ensure the University's compliance. 

 

Performs other related duties as required.

Supervision Received

Reports to the Associate Director, Employee Relations.  Assigned work directly by the Associate Director, Employee Relations or

the Director, Advisory Services.  Wide latitude for the exercise of independent judgement in problem solution.  Performance

evaluated in terms of attainment of set objectives.

Supervision Given

Provides work and direction to the Employee Relations Assistant and the Legal Assistant.  Provides coaching, advice and guidance

to the Human Resources Advisors all matters relating to employee relations.

Consequence of Error/Judgement

Poorly conceived recommendations provided to the members of the University community, the Associate Director, Employee Relations

or to Human Resources which may have a negative impact on the development of sound labour relations strategies and policies. 

 

Inadequate preparation or ineffective negotiation during settlement discussions may undermine the University's success in meeting

its objective to achieve a satisfactory agreement or result in long term negative consequences and significant financial
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implications. 

 

Inadequate presentation of argument at an arbitration or mediation may jeopardize the University's position and result in the loss

of a case and consequently financial burden and loss of reputation for HR. 

 

Failure to provide satisfactory labour relations advisory support to Human Resources Advisors or to provide timely advice to

client departments may result in a disruption of operations in client departments.  Unsatisfactory advisory support may result in

an increase in the frequency of arbitrations and consequently an increase in the financial commitment of client departments. 

 

All of these errors would negatively impact on relations with unions or employees and or contribute to an unfavourable public

image of the University.

Qualifications

Undergraduate degree in a relevant discipline.  Specialization in labour relations.  Postgraduate training in labour and

employment law preferred.  Minimum of eight to nine years of related experience and at least 3 years of demonstrated management

leadership experience or the equivalent combination of education and experience.  Five years' experience in labour relations in a

complex, unionized environment.  Proven track record in hearing and responding to grievances, negotiating settlements, preparing

for and presenting at arbitrations and establishing effective relationships with unions and associations.  Thorough knowledge of

current Human Resource Management practices and specifically those pertaining to employee relations. Thorough knowledge of

provincial and federal legislation governing employers' Human Resource practices.  Ability to communicate effectively verbally and

in writing. Excellent organizational skills. Ability to show integrity, courage and commitment.  Ability to be flexible,

innovative and creative.  Ability to be intuitive, confident and self-motivated. Ability to influence others. Ability to develop

and maintain cooperative and productive working relationships. Ability to develop and implement strategic business plans. Ability

to establish effective relationships with a variety of stakeholders, including unions and associations. Ability to work in a team

and to collaborate with others. Ability to negotiate and to deal with issues involving conflict. Ability to analyze complex

problems, identify key information and issues, and effectively resolve. Ability to prioritize and work effectively under pressure

to meet deadlines.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10872

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Accounting

Classification Title: Accounting, Level A Business Title: Accounting

Department:           Science, Dean's Office

Salary:   $47,315.00 -   $56,799.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-15

Job End Date:         2012-09-14

Funding Type:         Budget Funded

Other:                Leave Replacement

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

The Faculty of Science is one of the largest UBC faculties.   UBC Science deploys in excess of $170M per year in support of our

commitments to educational and research excellence.  Our $80M operating budget supports 9 academic departments, numerous research

centres and two outreach venues.  Our teaching and research mandate is delivered by 375 faculty members and 450 staff. 

Working in the Office of the Dean of Science, the incumbent works under the direction  of the Finance Manager in the development

and management of the Faculty's operating budget and  in the provision of financial services to the academic , research and

outreach units that report to this office.  Additionally, the incumbent covers areas of acquisitions for the Office of the Dean,

general ledger reconciliation and other administrative matters.

Organizational Status

Working independently , the incumbent reports to the Finance Manager for the Faculty of Science The position also acts as a

liaison between the Dean's Office, Science departments units and central administrative units (Finance, Budget Office, Research

and Trust Accounting)

Work Performed

-Develops and monitors operating budgets; produces variance analyses of revenues and expenditures or other key financial

indicators; develops and produces regular and customized financial reports used by the Finance Manager or Assistant Dean, Finance

& Administration 

-Performs forensic accounting analyses on historical financial data; 

-Advises on UBC financial policies and procedures.  Interprets and monitors complex policies and procedures established by UBC 

-Manages closing of fiscal year-end for the Dean's Office 

-Ensures the maintenance of all required financial records, plans, budgets and reports 

-Reviews and analyzes monthly revenue and expenditure variances 

-Serves as alternate for the Finance Manager during vacation 

-Manages internal transfer of funds 

-Serves as pCard coordinator for the Dean's Office and reconciles all Dean's Office cardholder statements and verifies

expenditures 

-Participates with supervisor and Assistant Dean in strategic long-term financial planning
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Supervision Received

Works independently and under the general supervision of the Finance Manager.   Goals and objectives are set in a consultative

manner between the incumbent and the Finance Manager

Supervision Given

This position is not expected to supervise other staff.   The incumbent would be expected to provide direction to workstudy

worklearn students

Consequence of Error/Judgement

Work is expected to be of a very high quality.   The accuracy and timeliness of financial reports and information is vital to the

Faculty's success and its ability to plan strategically for the long term.   Inaccurate information would result in the imprudent

decision and potentially lost opportunity.

Qualifications

Undergraduate degree in a relevant discipline and Completion of one year in an accredited accounting program (CGA or CMA or CA). 

.  Minimum of two years experience or the equivalent combination of education and experience.  Ability to be thorough, accurate,

and have a high level of attention to detail. Ability to apply generally accepted accounting principles in an appropriate manner.

Ability to perform complex analyses. Ability to prepare financial reports. Knowledge of Hyperion and Position Management  an

asset. Ability to effectively use Outlook, MS Word, MS Excel, FMIS and PeopleSoft at an intermediate level an asset. Ability to

work independently with minimal supervision. The incumbent must have strong interpersonal and communication skills and be at ease

working in a team environment.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10587 (Repost)

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Information Systems & Tech

Classification Title: Info.Sytems&Technlgy, Level B Business Title: Web Programmer

Department:           Human Early Learning Partnrshp

Salary:   $51,099.00 -   $61,343.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-07-01

Job End Date:         2012-03-31

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-13 Available Openings: 1

Job Summary

This position is in Population Data BC's Data Services Unit.  Working with other members of Population Data BC, the incumbent will

be responsible for the technical development and implementation of web based infrastructure for Population Data BC.  The position

will require strong web programming and database skills.

Organizational Status

Reports to Population Data BC's Lead, Data Services.  

 

The candidate will be required to interact with the Lead of Privacy and Process, Lead of Communications, other members of the Data

Services team, in addition to other Population Data BC staff.  May be required to interact with end users of the software,

including Data Stewards and researchers.

Work Performed

Translate user requirements to software requirements. 

 

Maintain MySQL databases with schemas including over 100 tables supporting Django and PHP web applications.   

 

Develop and implement new features for Django based web based infrastructure integrating with existing code.  Requested new

features include: 

- Customizable web based reporting interface for the Application Tracking system; 

- Automate metadata capture of data releases to researchers; 

- Integration of Web PDF forms for Data Access Requests and Researcher Data Request Checklists; 

- Reporting project summaries; 

- Researcher outputs capture and reporting; 

- Additional data views appropriate for researcher's and data stewards; 

- Enhanced search functionality. 

 

Contribute to the maintenance of existing Django and PHP applications with over 400 files. 
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Other related duties as required.

Supervision Received

Normal work activities are determined in consultation with the Lead, Data Services. System requirements will be informed by the

Lead, Privacy and Process and are carried out with little direct work supervision. The incumbent must be able to perform most

duties independently.  The incumbent must be able to identify circumstances that require consultation with other staff, and be

able to seek out that consultation.

Supervision Given

None.

Consequence of Error/Judgement

Confidentiality: Employees of Population Data BC (PopData) always work under strict confidentiality because of the nature of the

data stored here. PopData's core activities - database maintenance and access, research, support for external researchers - are

all critically dependent on the information systems that have been developed and maintained by PopData.  Any breach in data

security would place the future of the organization at risk.   

 

Complexity of Duties: This position requires a considerable degree of creativity, as tasks undertaken do not have standard

solutions and must be approached as unique problems of logic.    Care must be exercised in designing and performing tasks to avoid

inappropriate assumptions. 

 

Accuracy and Accountability: The accuracy of the candidate's work will always have a significant effect on the reliability of

information released by PopData.  Since little technical supervision will be provided, considerable care will be necessary in

order to prevent inaccurate work resulting in release of erroneous information.

Qualifications

Undergraduate degree in a relevant discipline.  University degree in Computer Science.  Minimum of two years experience or the

equivalent combination of education and experience.  Experience developing and implementing websites using Django. Experience with

MySQL database design and implementation. Experience, interpreting user requirements and translating them into web software. 

Ability to perform intermediate programming  and be proficient in Django, Python and MyAQL. is required. Experience with CSS,

javascript, jquery, Drupal, PHP, PDF Forms and working on a Linux platform would be an asset. Ability to communicate effectively

verbally and in writing. Effective organizational and interpersonal skills. Ability to analyze problems, identify key information

and issues, and effectively resolve. Ability to work effectively independently and in a team environment. Ability to exercise

initiative, judgment and discretion. Must have positive attitude and be a team player. Successful candidates must complete a

criminal record check.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10868

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Information Systems & Tech

Classification Title: Info.Sytems&Technlgy, Level C Business Title: Support Analyst II

Department:           UBC IT -  Desktop Services

Salary:   $59,602.00 -   $71,550.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-01

Job End Date:         2012-06-15

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-02 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

The Support Analyst II consults with user groups to determine business needs and to identify the appropriate technology solution.

As part of a team of Support Analysts this position provides support for Desktop, Virtual Desktop, Desktop Peripheral Hardware,

Mac's and Local Area Networks to an ever growing user base across UBC Point Grey Campus and parts of the Lower Mainland.

Organizational Status

Works closely with other members of UBC IT Desktop Services to assist, train, review, research, recommend and implement any and

all aspects of Desktop System changes and lifecycle. Interacts with various departments within UBC IT.

Work Performed

Specific Duties: 

  -  Maintains and troubleshoots the microcomputer environment as outlined above including both hardware and software.  

  -  Tracks, prioritizes and responds to all service requests utilizing in-house ticket systems. 

  -  Maintains and deploys standard and UBC developed software.  

  -  Support and maintain student access terminals, ensures reliability, security and performance.  

  -  Maintains and reports to desktop manager an inventory of all equipment, service contracts, and warranty and maintenance

agreements.  

  -  Provides daily administration support for the Local Area Networks (LAN's) hardware and software. 

  -  Implements security for all equipment and software 

  -  Provides training, consultation and assistance to all users in the UBC IT Desktop Support portfolio 

  -  In consultation with manager and team Lead, Desktop Services, determines enhancements for UBC microcomputer hardware and

software.   

  -  Provides consultation and assistance to UBC IT users. 

  -  Keeps abreast with current microcomputer technology by attending internal and external training courses and through trade

journals. 

  -  Provides input to Desktop Advises the  Manager regarding technology hardware lifecycle. 

  -  As required liaises with Xerox for printer deployments across the portfolio. 
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Core Duties: 

  -  Consults with user groups to ensure a thorough understanding of software, hardware, information systems and procedural

requirements in order to determine their business needs and to identify the appropriate technology solution. 

  -  Makes recommendations on the use of the appropriate technology services and products and the purchase of related hardware,

software and network equipment. 

  -  Researches emerging technologies and their potential impact on the enterprise. 

  -  Provides technical support and troubleshooting in the use of information technology products and services. 

-  Installs and maintains servers, networks, and related software and hardware.  

  -  Creates and maintains documentation in accordance with prescribed standards. 

  -  Contributes to the development of best practices, standards, procedures and quality objectives across systems infrastructure

or platforms. 

  -  Maintains appropriate professional designations and up-to-date knowledge of current information technology techniques and

tools. 

  -   Performs other related duties as required

Supervision Received

Works with considerable latitude; receives direction from the Team Lead, Desktop Services. Keeps manager and or team lead informed

of the status of work in progress and only seeks direction on unusual problems. Work is reviewed in terms of achievement of

specific project objectives.

Supervision Given

Reports to the Desktop Services Manager and Team Lead. No direct supervision given; may manage staff and be responsible for

hiring, evaluation, discipline and termination. May also mentor and support staff on a project by project basis. Guidance will be

provided for internal project activities and planning.

Consequence of Error/Judgement

Impact of decisions can affect any number users and ultimately serve to disrupt pre-negotiated service level commitments. An error

in judgment or action without thought can result in varying impacts that ultimately could affect services used by UBC Students,

Faculty and Staff. 

 

Decisions that could affect multiple users will be made in conjunction with the team Lead or manager.

Qualifications

Undergraduate degree in a relevant discipline.  Undergraduate degree in Computer Science preferred.  

 

Microsoft and other industry certification preferred. 

 

Demonstrated professional development through attendance in information systems analysis and design courses or workshop as well as

personal development courses.  Minimum of three years experience or the equivalent combination of education and experience. 

Undergraduate degree in Computer Science preferred.  

 

Microsoft and other industry certification preferred. 

 

Demonstrated professional development through attendance in information systems analysis and design courses or workshop as well as

personal development courses.   

 

Technical knowledge of PC's, Mac's, printers, Local Area Networks, Active Directory deployment and management and print server

management. 
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In-depth technical knowledge of standard office tools including: MS Office (Word, Excel, PowerPoint, Outlook, Access), MS Project

and other desktop tools. 

 

Knowledge of networks and software distribution tools. 

 

Knowledge of imaging and imaging lifecycle management. 

 

Knowledge of and experience with virtualized computing environments. 

 

Ability to effectively manage multiple tasks and priorities and work under pressure. 

 

Collaboration - Consistently fosters collaboration and respect among team members by addressing elements of the group process that

impedes, or could impede, the group from reaching its goal. Engages the right people within and beyond organizational boundaries,

by matching individual capabilities and skills to the team's goals. Works with a wide range of teams and readily shares lessons

learned and credit for team accomplishments. 

 

Communication for Results - Converses with, writes reports for, and creates delivers presentations to all levels of colleagues and

peer groups in ways that support problem solving and planning. Seeks a consensus with business partners. Debates opinions, tests

understanding, and clarifies judgments. Brings conflict into the open empathetically. Explains the context of multiple

interrelated situations, asks searching, probing questions, and solicits expert advice prior to taking action and making

recommendations.  

 

Problem Solving - Diagnoses problems using formal problem-solving tools and techniques from multiple angles and probes underlying

issues to generate multiple potential solutions. Proactively anticipates and prevents problems. Devises, facilitates buy-in, makes

recommendations, and guides implementation of corrective and or preventive actions for complex issues that cross organizational

boundaries and are unclear in nature. Identifies potential consequences and risk levels. Seeks support and buy-in for problem

definition, methods of resolution, and accountability. 

 

Accountability - Sets enhanced objectives for self and others. Monitors performance trends and identifies opportunities to improve

standards. Provides regular feedback and suggests alternative approaches necessary to ensure that organizational objectives and

superior standards are achieved. Delegates responsibility and reallocates resources as needed to ensure that priorities are met

for initiatives within area of responsibility. 

 

Analytical Thinking - Determines criteria for assessing issues and opportunities. Establishes clear goals and priorities needed to

assess performance. Identifies relationships and linkages between different information sources. Anticipates issues that are not

readily apparent on the surface. Identifies root causes and effects. Establishes clear goals and priorities. Anticipates potential

problems and develops solutions needed to resolve them. Systemically analyzes relationships between apparently independent

problems and issues. Reviews and cross-reviews reports. Identifies trends as well as isolated events. Translates analytical

reports into management presentations, and provides guidance to resolve issues. Anticipates the possible outcome of potential

solutions. Identifies areas of significant concern or opportunity. Probes and initiates research to identify critical problems. 

 

Information Systems Knowledge - Identifies means of integrating technical support requirements with enterprise processes and

strategies. Identifies technological opportunities to meet client needs. Creates information system solutions to meet the needs of

business stakeholders. Partners with appropriate technical consultants, experts, and managers to resolves complex problems across

all IT solutions. 

 

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is
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strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10335 (Repost)

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Information Systems & Tech

Classification Title: Info.Sytems&Technlgy, Level C Business Title: Systems Analyst II

Department:           Medicine - Dean's Office

Salary:   $59,602.00 -   $71,550.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-06-13 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-10 Available Openings: 1

Job Summary

The Systems Analyst II implements, integrates and supports complex or campus-wide vendor supplied applications.  The role will: 

-Support new and existing learning technologies and provide enhancements that facilitate Faculty of Medicine operational

activities and processes 

-Provide informatics and communications support to MedIT clients.  

-Work closely with educational analysts to implement enhancements conducive with business requirements.

Organizational Status

-Reports to the Team Lead, Web Services, MedIT. 

-Works closely with the Senior Business Analyst and Team Lead, Educational Technology 

-Works closely with administrative staff, research and faculty groups to provide support and enhancements of existing and new

applications. 

-Coordinates activities with UBC IT support groups when dealing with campus wide systems and services.

Work Performed

Specific Duties: 

-Provides  technical systems support for Learning Object Repository (LOR) and other learning applications systems  

-Supports technical operationals of the of Learning Management Systems (LMS) used by the Medical Undergraduate program and other

Faculty of Medicine educational programs  

 

Core Duties: 

-Researches and evaluates vendor supplied applications, develops recommendations, and implements accordingly 

-Analyzes and reviews existing or proposed system features and integration, security, scalability and performance requirements

with clients, business analysts, and team members 

-Manages production and non-production application environments 

-Maintains core application infrastructure, including virtual servers, networks and firewalls 

-Plans and performs global configuration changes or module deployments for enterprise or complex applications 

-Integrates vendor supplied applications with existing infrastructure and applications through custom interfaces and components 

-Manages small to medium sized projects and related budgets 
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-Provides technical expertise, training, and consultation to other staff 

-Develops or modifies software  code to meet specifications or facilitate integration 

Conducts testing of new or customized application modules to ensure application meets specifications 

-Develops application documentation requirements for functions, modifications, back-ups and operating procedures. Provides ongoing

maintenance and operational support for applications 

-Supports application lifecycle and applies and follows appropriate change management methodologies and best practices 

-Maintains appropriate professional designations and up-to-date knowledge of current information technology techniques and tools

and provides input to strategies for ongoing support and upgrade of these systems 

-Builds and maintains good working relationships and collaborates with others to achieve client objectives 

-Performs other related duties as required

Supervision Received

Work is reviewed in terms of achievement of specific project objectives.

Supervision Given

May manage staff and be responsible for hiring, evaluation, discipline and termination.

Consequence of Error/Judgement

Large volumes of confidential data exist in websites and databases developed to support academic, administrative and research

within the Faculty of Medicine. Errors in judgment could severely impact the security and privacy of data, hampering the Faculty

of Medicine from meeting its reporting requirements.  Errors in design may impact operational efficiencies or affect the

misinterpretation of data.

Qualifications

Undergraduate degree in a relevant discipline.  University degree in Computer Science preferred.  Minimum of three years

experience or the equivalent combination of education and experience.  Strong experience with Learning Management Systems (Moodle,

BlackBoard, WebCT, Equella, DSpace, SharePoint, Alfresco, etc.). 

Strong experience with Content Management Software. 

Experience in web design, HTML, XML, Javascript, CSS and working knowledge. 

Strong experience working with software vendors. 

Experience working in a technical support role. 

Experience in testing new and existing software. 

Some software deployment experience is an asset.   

 

Collaboration - Actively solicits ideas and opinions from others to efficiently and effectively accomplish specific objectives

targeted at defined business outcomes. Openly encourages other team members to voice their ideas and concerns. Shows respect for

differences and diversity, and disagrees without personalizing issues. Utilizes strengths of team members to achieve optimal

performance.  

 

Communication for Results - Conducts discussions with and writes memoranda to all levels of colleagues and peer groups in ways

that support troubleshooting and problem solving. Seeks and shares relevant information, opinions, and judgments. Handles conflict

empathetically. Explains the context of interrelated situations, asks probing questions, and solicits multiple sources of advice

prior to taking action when appropriate. 

 

Problem Solving - Applies problem-solving methodologies and tools to diagnose and solve operational and interpersonal problems.

Determines the potential causes of the problem and devises testing methodologies for validation. Shows empathy and objectivity

toward individuals involved in the issue. Analyzes multiple alternatives, risks, and benefits for a range of potential solutions.

Recommends resource requirements and collaborates with impacted stakeholders.  
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Accountability - Sets objectives that meet organizational needs. Provides recommendations to individuals and teams on ways to

improve performance and meet defined objectives. Monitors and provides feedback on individual and team performance against defined

standards.  

 

Business Process Knowledge - Maps full business processes and designs operational process flow. Facilitates group input and drafts

proposals for process improvements. Identifies resource implications. Implements process improvement recommendations within the

context of overall business processes. 

 

Information Systems Knowledge - Resolves escalated problems of technical support. Identifies root causes. Sets up and integrates

new and enhanced information systems. Identifies customer needs and determines the appropriate approach to apply and ensure

resolution. Solicits the input of appropriate technical experts and managers as required. 

 

Knowledge of the software development life cycle. Knowledge of web security and best practices. Knowledge of database security and

best practices. Knowledge and application of industry standard coding and documentation practices. 

 

Knowledge of web and database technologies. Knowledge of the Freedom of Information and Protection of Privacy Act would be an

asset. 

 

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10885

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Information Systems & Tech

Classification Title: Info.Sytems&Technlgy, Level E Business Title: Network and Systems Manager

Department:           StudentHousing&HospitalityServ

Salary:   $73,448.00 -   $91,809.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

To lead, plan and manage Information Technology for UBC Student Housing and Hospitality Services, consisting of UBC Housing, UBC

Conference Centre, UBC Food Services, UBC Childcare Services and portfolio-wide support services such as Finance and HR.

Organizational Status

Reports to the SHHS Associate Director of Information Technology.

Work Performed

1.	Designing and developing IT strategic plans for the implementation and support of integrated, cost effective business

solutions. 

2.	Identifying IT priorities and goals and leading the on-going planning and development of system enhancements in support of new

and current enterprise systems. 

3.	Designing and developing operational polices and procedures including writing technical documentation establishing program and

report specifications. 

4.	Developing and preparing conversion programs and procedures; devising and conducting quality assurance testing and analysing

system modification requests and making recommendations to achieve deliverables. 

5.	Developing network security policy and managing network security issues surrounding SHHS interconnectivity of distributed

locations of SHHS units as well as affiliated organizations including St John's College and Green College. 

6.	Designing, implementing and managing advanced web technology and e-commerce to support and enhance the online operations of the

SHHS portfolio; 

7.	Leading in the automation of processes to reduce redundancies and to increase efficiencies and productivity in SHHS. 

8.	Collaborating with peers team members to identify, analyse, recommend and implement system enhancements. 

9.	Researching and evaluating development alternatives and deployment issues of wireless communication systems in remote SHHS

locations. 

10.	Researching, evaluating, purchasing and implementing new and often specialized software and hardware technologies including

negotiating customized opportunities and licensing terms with software proprietor. 

11.	Designing, co-ordinating and managing multiple central servers of SHHS and examining and resolving networking issues. 

12.	Integrating and managing existing internal computer including designing customized software enhancements. 
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13.	Directing, guiding and overseeing IT solution providers for the SHHS portfolio. 

14.	Leads a team of technicians in installing, configuring and maintaining computer hardware. 

15.	Oversees the tracking and documentation of computer hardware, software and systems work. 

16.	Leads a team of technicians in trouble-shooting computer and network related problems including providing support for the

distributed units operated by SHHS at UBC interconnected via the high speed and wireless campus network. 

17.	Developing and implementing guidelines and procedures with respect to authorized use of University hardware and software. 

18.	Leads a team of technician in providing ongoing user training support. 

19.	Remaining conversant with new related technologies. 

20.	Representing the SHHS portfolio on University committees as required 

21.	Providing leadership in conceptually developing and planning special projects as required. 

22.	Performing other related duties as required.

Supervision Received

Works independently reporting to the Associate Director of IT. Works from generally defined objectives and goals and University

guidelines, therefore initiative and innovative thinking are required.

Supervision Given

Manages the Network Support Analyst, the IT Systems Administrator, and the Systems Support Analyst.  Oversees and provides

direction and guidance to contracted network personnel   suppliers   technicians.

Consequence of Error/Judgement

This position is responsible for the computer systems that are critical to the day to day operations and errors could result in

financial losses and impact on levels of staffing and service delivery to customers.  A high degree of judgment, technical

expertise and strategic thinking is required.

Qualifications

Undergraduate degree in a relevant discipline.  Computer Science degree preferred or graduation from a technical institute in the

computer field, or an equivalent combination of education, training and experience.  A minimum of 8 years of experience and 2

years of managerial experience or the equivalent combination of education and experience.  Experience providing technical support

for networks and users, as well database-driven Web site development and maintenance.  Experience in developing and implementing

solutions. Fluent in Visual Basic, VBScript, Dreamweaver, Adobe products, HTML, ASP, Javascript. Familiarity with networking

technology such as TCP IP, Windows Networking, Novell, HTTP, SMTP, WWW, firewalls and VPN required.  Ability to adapt to new

technology and specialized systems. Effective oral and written communication, presentation, analytical, organizational and trouble

shooting skills. Ability to work flexible hours and rotating on-call schedules.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10904

Location:             Vancouver - Hospital Site

Employment Group:     Management&Professional (AAPS)

Job Category:         Educational Programming

Classification Title: Educ. Programming, Level A Business Title: Standardized Patient Trainer

Department:           Medicine,Udrgrd Ed.(Dean'sOff)

Salary:   $40,565.00 -   $48,697.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-15

Job End Date:         2012-08-15 Possibility of Extension: Yes

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

Job Summary

The Standardized Patient (SP) Trainer Project Manager will be responsible for managing SP projects and training SPs for teaching

and assessment projects carried out by the UBC SP Program.  The purpose of the position is to provide training support for the

continuing expansion of the UBC SP Program, and the development of SP Programs within the Island Medical Program, the Northern

Medical Program and the Southern Medical Program. 

 

The SP Trainer Project Manager will work directly with and report to the Manager of the UBC Standardized Patient Program.  S he

will liaise with the Program Directors to determine the needs of various projects, and will work with the Examination Coordinator

of the Undergraduate Office, FOM, on the Objective Structure Clinical Exams (OSCEs).

Organizational Status

Reports to the Administrative Director through the Manager of the SP Program. Liaises closely with Course Directors, the

Examination Coordinator, and other SP Trainer Project Managers.  Works under the  direction of the Manager of the SP Program.

Interacts with faculty members, standardized patients and program staff in the Dean's Office and other departments.

Work Performed

This position will provide key support for the expansion of the SP Program and for curriculum changes within the MD Undergraduate

Program. 

 

Responsible for managing projects undertaken by the SP Program; including outlining requirements, responsibilities, and timelines.

Collaborates with faculty on the development and revision of teaching and assessment materials.  

Conducts research and prepares a teaching plan for educating SPs. 

Recruits and trains SPs to simulate medical conditions and or communication challenges for the teaching and assessment of medical

students. 

Works with the Examination Coordinator, Undergrad Office, on the OSCEs: providing back up support for all aspects of exam

coordination.  

 

OTHER 
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This position will also be responsible for all aspects of examination coordination for the new and rapidly expanding National

Assessment Collaboration (NAC) OSCE Examination and the MCCQE Part II Exam Preparation Course. 

 

Responsible for recruiting, training, and managing all support staff. 

Manages all site preparation prior to exam day to anticipate any potential problems regarding maintenance, access, etc. 

Manages support staff in the preparation of all examination material.

Supervision Received

The SP Trainer Project Manager reports to the Manager of the SP Program.  S he must be able to work independently with minimal

supervision, once the management plan for a project is worked out in consultation with the Manager.

Supervision Given

Responsible for recruiting, training, and managing standardized patients and support staff.

Consequence of Error/Judgement

The SP Trainer Project Manager will conduct initial interviews with prospective standardized patients, which will require the

ability to ask questions with tact and discretion.  S he will have access to case material and SP personal medical information

that is highly confidential and must be able to maintain confidentiality appropriately. Many of the projects undertaken by the UBC

SP program are high stakes examinations, requiring that good judgment be exercised in dealing with anxious individuals in a

stressful setting.  

 

The position will require the ability to make decisions quickly and under stress when in an exam setting.  Inappropriate judgement

in these situations can result in appeals by candidates or the invalidation of exam results.

Qualifications

Undergraduate degree in a relevant discipline.  Familiarity with Word, Excel, and Access.   Excellent oral and written,

interpersonal, interviewing and organizational skills.  Effective oral and written communication skills.  Ability to work to

deadlines and in stressful situations.  Ability to work flexible hours, including some evenings and weekends.  Ability to exercise

diplomacy, tact and discretion and to maintain confidentiality.  Minimum of two years experience or the equivalent combination of

education and experience.  Ability to maintain accuracy and attention to detail. Ability to exercise sound judgment. Ability to

communicate in a clear, attentive, and polite manner. Ability to identify and respond to contentious or politically sensitive

issues with discretion.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10897

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Educational Programming

Classification Title: Educ. Programming, Level A Business Title: Coaching Services Program Manager

Department:           Human Resources

Salary:   $40,565.00 -   $48,697.00 (Annual)

Full/Part Time:       Part-Time (60%)

Desired Start Date:   2011-08-15 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

This position supports Coaching UBC program planning and coordination, with a focus on 1 on 1 Coaching Services for faculty and

staff at UBC.   The position builds and maintains close relationships with all UBC Coaches,  clients, prospective clients and

interns; maintains the Coaching Portal; collaborates with coaching partners on campus; and monitors services and initiatives. 

Working closely with the Coaching UBC Lead, UBC Coaches, clients, interns and ODL consultant colleagues, the Coaching UBC Program

Manager promotes and assists in the development and planning of programs and initiatives, by maintaining all planning and

coordination activities, including marketing, design and production of promotional material, and development and production of

associated websites. The Coaching UBC Program Manager participates in the setting of ODL unit vision and annual objectives and

maintains working knowledge of departmental goals and the ODL coach and consultant roles.

Organizational Status

This position reports to the Director, Human Resources, Organizational Development & Learning (ODL), works in partnership with the

Lead of Coaching UBC and works collaboratively with all ODL team members and all UBC and coaching community partners to meet the

goals and objectives of the program. One of the key relationships of this position is those built with the Coaches, engaging and

sustaining commitment as well as with staff and faculty, who are the clients we serve, to ensure the integrity of the services.

Work Performed

Program Management: 

- Works closely with the Lead of Coaching UBC to focus on Coaching Cervices optimal contribution to UBC 

- Holds the focus for the day to day administrative needs of the services 

- Maintains relationship with UBC community of Coaches for Coaching Services. 

- Monitors coaching systems to evaluate how the program is working and provide recommendations and analysis. 

- Reviews terms and conditions of agreement with external and internal coaches and maintains program files. 

- Assists coaches clients with registration, navigating the Coaching Services website and selection of coaches as required.  

- Responds to enquiries about coaching services and identifies related issues for referral as required. Provides information about

the services.  

- Manages and updates the UBC Coaching Services website in coordination with HR web designer.  

- Maintains familiarity with coaching services and ODL programs content (MOST, Managing at UBC, ALDP, CLILP) in order to support

opportunities for ongoing learning.  
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- Attends all planning team meetings on a regular basis. 

- Works with coaching leaders to manage ongoing development, transition and planning. 

- Prepares, maintains and upgrades resource material for internal and external coaches as required 

- Monitors contracts for services with coaches as appropriate and within established framework. 

- Plans and coordinates monthly Coaches' meetings, Coach to Coach Education Series, Coach Retreats and other professional

development offerings for UBC internal and external Coaches. 

 

Internship Program Management  

- Initiates nomination process for Internship Program, supervises the scheduling of Selection Committee meetings 

- Coordinates scheduling of internship nomination process and committee meetings 

 

Program Marketing  

- Promotes participation in the Coaching Services program through presentations and communication by email.  Assists with the

design and develops such promotional materials.   

- Assists with the development, implementation, and ongoing evaluation of Coaching Services. 

- Collaborates in the development of marketing strategies, including the development of a marketing plan to promote Coaching

Services and other Coaching UBC programs and initiatives (may include design and lay-out work.) 

- Works in collaboration with communication specialist to develop appropriate announcements and articles regarding Coaching

Services.  

- Assists the Coaching UBC Lead with surveying Coaches and clients for satisfaction, maintains statistics, and reports data back

annually. Conducts assessments, prepares reports and analysis, makes recommendations for change, initiates and evaluates

opportunities for improvement and growth.  Develops methods to determine the value effectiveness of Coaching Services. 

- May assist in preparation of presentation materials to UBC community; oversees production of promotional materials. 

- Maintains, updates and makes recommendations for website design and content in coordination with HR Web Communications

Specialist. 

- Other duties as assigned requisite with skills and experience.

Supervision Received

Works directly with the Lead for Coaching UBC, and reports functionally to the Director, Organizational Development & Learning. 

The program manager is expected to initiate cyclical processes, engage with participants in the program, and work independently,

following general policies and procedures and established guidelines (objectives, targets and deadlines).  Work is reviewed in

terms of deliverables, quality of coaches and client relationships with the services and success of program.

Supervision Given

None

Consequence of Error/Judgement

Exercises judgment and initiative in the delivery of the Coaching UBC services and initiatives.  The quality, ethics, integrity,

timeliness, relevance and accuracy of the program's services are critical to Organizational Development & Learning to meet its

mission of delivering high quality learning and development opportunities and in continuing to build on a coaching culture. 

Inappropriate or inaccurate statements may seriously affect clients and coaches involved in the program as well as the image and

reputation of individuals, the unit, and the coaching community and of the University as a whole.  Inappropriate, ineffectual or

poor messaging in communications marketing content could result in loss of coaches, certified coaching educational supporters, low

client participation, or a negative perception of coaching and the service offered.

Qualifications

Undergraduate degree in a relevant discipline.  Preferably in business, marketing, communications, education, or a related area. 

Minimum of two years experience or the equivalent combination of education and experience.  Knowledge of coaching and

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  80



communications.  Demonstrated working knowledge of website development, and communications product development.  Demonstrated

design experience in print and web or the ability to manage a communication marketing plan.  Ability to maintain accuracy and

attention to detail. Ability to effectively manage multiple tasks and priorities. Ability to deal with a diversity of people in a

calm, courteous, and effective manner. Ability to work well with others, demonstrates effective intercultural communication

skills, and deal professionally and diplomatically with faculty, staff, students and the general public. Ability to self-initiate,

organize and prioritize and work effectively under pressure to meet deadlines. An understanding and or interest in University

culture, an understanding of the nature of coaching and the coaching profession, learning, and a balance of creative, technical,

analytical and social interpersonal skills. Ability to speak before large and small groups. Excellent communication skills. 

Ability to adapt writing styles for various purposes and audiences. Demonstrate capacity for innovation, idea generation,

research, and project management. Ability to adjust to change and work in team environments. Ability to effectively use content

management software at an intermediate level. Ability to effectively use MS Word, MS Excel, MS PowerPoint, Internet Research at an

advanced level.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10732

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Educational Programming

Classification Title: Educ. Programming, Level C2 Business Title: Manager, Graduate Student Programs

Department:           Center for Teachng,Learng&Tech

Salary:   $64,369.00 -   $77,274.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-15 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

The Manager, Graduate Student Programs, provides leadership in program development and assessment of the Graduate Student Programs

in the Centre for Teaching, Learning and Technology (CTLT).  The portfolio encompasses all activities developed and pursued in

direct response to stakeholder teaching and learning needs and in alignment with the pillars of Place and Promise.

Organizational Status

The Centre for Teaching, Learning and Technology (CTLT) works collaboratively with academic and administrative units throughout

UBC to build innovative and effective strategies in support of learning and teaching. The CTLT develops programs, facilitates

workshops, lectures, panel discussions, communities of practice and conferences aimed at professionals who are interested in

further developing their teaching skills. The CTLT also partners with UBC Faculties to develop and deliver distance learning

courses, in both print and online formats.

Work Performed

-	Leads the development and delivery of innovative programs for UBC graduate students that support the advancement of

learning-centered practice in socially and culturally diverse classrooms, and makes decisions regarding the strategic direction

and priorities of Graduate Student Program areas within the CTLT. 

-	Liaises with Academic Director and other program leads in the CTLT to make certain the strategic drivers of the CTLT and the

University are reflected in the program development model. 

-	Develops and implements an evaluation framework for the Graduate Student Programs that includes stakeholder needs assessments

that inform program directions.  Designs and develops new and innovative offerings to meet the educational needs identified by

needs assessments. 

-	Develops programs and resources that support the graduate student's integration of the scholarship of teaching and learning and

its application in the classroom. 

-	Selects, hires, supervises, and evaluates the work of Coordinators in the core program areas, ensuring that they have the

resources and professional development opportunities they need to do their work. 

-	Collaborates and consults with appropriate stakeholders such as Academic Departments, Faculty of Graduate Studies, UBC Library

and other Universities in the development of pedagogical tools for the delivery of Graduate Student Programs 

-	Provides direction to CTLT's Marketing & Communications team on the development of marketing plans to support the Graduate

Student Programs. 
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-	Provides direction to the Educational Resource Developer in the creation of support resources and documentation for the Graduate

Student Programs. 

-	Models a community of practice approach to build interest and awareness in the Graduate Student Programs. 

-	Manages budgets, in consultation with Senior Manager, for the Graduate Programs portfolio, and makes financial decisions to keep

each program on target. 

-	Makes decisions regarding specific course and program content and delivery methods with Coordinators.

Supervision Received

The Manager, Graduate Student Programs reports directly to the Senior Manager, Teaching and Learning Professional Development.

Supervision Given

This position directs the work and professional development of educational programmers (coordinators) responsible for the

development of all activities designed in response to graduate student teaching and learning needs. Specifically, supervises the

Graduate Student Program Coordinator, the Coordinator of the Graduate Student Certificate Program (GCP), and the Coordinator of

UBC TA Training (SHINE Program).  This position liaises with and draws upon the expertise of the other CTLT staff to develop

programs that address the teaching and learning needs of the University Community.

Consequence of Error/Judgement

Errors in judgment may have negative consequences on the quality of teaching and learning at UBC. They may also result in the

inefficient use of resources, poor relations among educational developers and or staff, and may damage the reputation of the

University and the CTLT. 

Must respond to faculty department requests in a timely and professional manner. Must exercise a high level of professionalism and

judgment when dealing with various units and departments, as well as with non-UBC colleagues.  Failure to follow best practices

and exercise sound judgement could result in significant resource and reputation costs to the Centre, and could possibly have a

negative impact on future internal and external partnerships.

Qualifications

Master's degree in Education.  .  A minimum of 7 years of experience or the equivalent combination of education and experience. 

minimum seven years of related experience in educational development field. Demonstrated teaching and facilitation background,

with grounding in the Instructional Skills Workshop (ISW) method, and with intercultural and diversity awareness integrated into

practice.  Proven project and team management skills with ability to prioritize and work effectively under pressure to meet

multiple deadlines.  Knowledge of University policies and procedures is considered an asset. Effective oral and written

communication, interpersonal, planning, organizational, and problem solving skills. Ability to work both independently and within

a team environment.  Ability to exercise diplomacy, tact, and discretion.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10900

Location:             Vancouver - Other

Employment Group:     Management&Professional (AAPS)

Job Category:         Educational Programming

Classification Title: Educ. Programming, Level E Business Title: Director, Learning Exchange

Department:           UBC Learning Exchange

Salary:   $73,448.00 -   $91,809.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-07-01 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

BACKGROUND: 

 

Learning Exchange is one of the key components of the commitment to community engagement made in UBC's Place and Promise strategic

plan.  It is a signature initiative for External, Legal and Community Relations¿it is a high-profile and innovative demonstration

of the leadership role that universities can play in relation to the social, cultural, and economic development of external

communities.  It is one of the university's most clearly identifiable strategies for achieving the Place and Promise vision of

promoting the values of a civil and sustainable society.   

 

The initiative aims to be a model for university-community engagement in Canada.  The movement towards "engaged scholarship" (the

strengthening of the connections between important community issues and university teaching, research, and service) is one that is

gaining ground in universities in other countries, particularly in the US and Europe.  But this movement is new to Canada.  The

Learning Exchange must create, test, and adapt programming models and approaches so they will succeed in the Canadian context.  As

the Learning Exchange continues to prove its value, it will increasingly be used as a prototype for university outreach activities

in other parts of the Vancouver region, the province, and the country. 

 

The Learning Exchange is based in Vancouver's Downtown Eastside, a neighbourhood known for its complex social and economic

problems and its skepticism towards mainstream institutions.  Learning Exchange programs bring together people (faculty, students,

staff, and alumni) from the university and people who live and work in inner city settings.  As an initiative that connects people

from diverse cultural and economic backgrounds, the Learning Exchange must be sensitive to cultural differences as well as being

aware of and responsive to changing conditions in the various community settings where it works.  Its programs must be flexible

while at the same time remaining consistent with UBC's vision. 

Learning Exchange educational programs provide educational opportunities to members of the public who would otherwise not have

access to such opportunities.  It organizes programs such as its innovative ESL program, computer skills workshops, seminars given

by UBC faculty, and other special educational events. 

 

Partnerships with community organizations and other departments and units within UBC are fundamental to the work of the Learning

Exchange.  Without strong and mutually beneficial working relationships based in clear, shared goals and effective strategic

plans, Learning Exchange programs will not succeed. 
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JOB SUMMARY: 

 

The Director of the Learning Exchange is responsible for: overseeing all aspects of established Learning Exchange programs;

developing new strategic initiatives in consultation with the Learning Exchange Academic Director; providing leadership to the

Learning Exchange staff team; providing leadership more broadly in relation to UBC's outreach and engagement with the Downtown

Eastside and other communities in the metro Vancouver region; establishing productive relationships with UBC faculty, students,

and staff and various community stakeholders, including the non-profit sector, other educational institutions, government, and the

business sector. In addition, the Director manages Learning Exchange media relations, fund-raising and donor relations.

Organizational Status

Reports to the Vice-President, External, Legal and Community Relations. Oversees all Learning Exchange staff.  Directly supervises

program managers. Works with faculty, students, and staff and various units in the UBC community, various community stakeholders,

other educational institutions in Canada, government, and the business sector.

Work Performed

Overseeing established programs and envisioning and directing the further growth of the Learning Exchange: 

-	Oversee overall planning, implementation and evaluation of Learning Exchange Storefront Programs, including the afternoon

Computer Drop-in Program, Computer Training Program and ESL Conversation Program 

-	Oversee the creation, planning, implementation, and evaluation of new Learning Exchange initiatives, such as projects involving

UBC students and DTES residents, e.g., new ways of encouraging "learning exchanges"  

-	Consult UBC and community stakeholders about the growth of the Learning Exchange as appropriate 

-	Manage and oversee the development and implementation of Learning Exchange strategic plan(s)  

-	Assess the organization's achievement of established goals and objectives 

-	Ensure that connections are maintained between long term vision and day-to-day operations 

-	Ensure that program participation targets are achieved  

-	Oversee departmental program budgets, including forecasting future budgets, monitoring expenses and liaising with UBC

Advancement Services 

-	Provide leadership to the Learning Exchange staff team 

-	Recruit and supervise Learning Exchange program managers and other staff 

-	Ensure that the effectiveness of the Learning Exchange and its programs is regularly evaluated 

-	Articulate the vision and approach of the Learning Exchange to diverse audiences 

-	Represent the Learning Exchange on community committees, e.g., DTES Education Roundtable; develop new relationships based on

strategic priorities  

-	Oversee the assessment and management of risks associated with Learning Exchange Programs 

-	Oversee program communications and regular reporting to appropriate internal and external stakeholders 

-	Oversees contracts  with external consultants as required. 

-	Other related duties as required. 

 

 

Providing leadership in relation to community engagement: 

-	Initiate joint community initiatives with other units at UBC, e.g., School of Community and Regional Planning, Robson Square,

School of Social Work and Family Studies, Alumni Association 

-	Advise faculty, staff, and students at UBC about how to develop effective community partnerships  

-	Provide information and advice about the Learning Exchange model to other educational institutions who want to replicate the

model 

-	Represent the Learning Exchange and the concept of university-community engagement to the media and other external agencies 

 

Establishing productive relationships between UBC faculty, students, and staff and various community stakeholders 

-	Initiate and develop partnerships between various units at UBC and community stakeholders, including:  organizations in the

non-profit sector; the business sector; other educational institutions; government agencies from all three levels:  municipal,
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provincial, and federal; and individuals.  These partnerships will advance UBC's commitment to apply its resources and expertise

to important social, cultural, economic, and political issues facing the Vancouver region, the province, and the country.  These

partnerships are crucial to the success of learning Exchange programs and to UBC's position as a leader in university-community

engagement in Canada. 

 

Manage Learning Exchange fund-raising and donor relations: 

-	Identify needs and opportunities for external fund-raising and develop proposals for donors in collaboration with the UBC

Development Office 

-	Work with UBC's Development & Alumni Engagement Office to cultivate prospects and liaise with private, corporate, and government

donors 

-	Provide input into the development of funding proposals 

-	Oversee ongoing stewardship of donors, including regular reporting on funded activities.

Supervision Received

Reports directly to the Vice President, External, Legal, and Community Relations.  Works independently against set objectives. 

Reports as required.

Supervision Given

Directly supervises some Learning Exchange staff, including program managers and external contractors, and indirectly, all other

staff of the Learning Exchange.  Has the authority to hire, mentor, evaluate, discipline, and terminate.

Consequence of Error/Judgement

Programs conducted in the Downtown Eastside and other communities on behalf of the University are highly public and scrutinized. 

Special care must be taken in the development of relationships with the Downtown Eastside and other regional and provincial

communities as failure to do so can lead to withdrawal of support for the university's community initiatives.  In addition,

inappropriately designed or delivered programs can potentially lead to negative impacts in the community as well as to a loss of

the university's credibility.  The decisions and actions of the Director can have a serious impact on the success or failure of

UBC's community initiatives.    Poor leadership or the lack of diplomacy, foresight and sound judgment could lead to the

alienation of members of the community as well as members of the UBC faculty, as well as embarrassment to UBC and its senior

administration.  Thus, the reputation of the university can be seriously, and perhaps irretrievably, damaged.

Qualifications

Master's degree in Education  specializing in curriculum development or an academic specialization  relevant to the educational

programming area.  A Master's degree in a related field, such as Adult Education, Community Development, Business or planning. 

Minimum of 10 years experience or the equivalent combination of education and experience.  At least ten years of senior level

experience working directly with community organizations, as well as a thorough knowledge and understanding of the educational

environment. Experience must include five years in a senior management capacity in a complex environment involving a significant

number of people with diverse and varied skills and experience. Must have an outstanding record of professional accomplishment

building contacts and links between diverse settings and cultures; excellent leadership skills; and proven communication,

consultative, negotiation and interpersonal competencies.  The position requires a unique combination of knowledge of the academic

environment and the community environment. Must be able to envision integrated solutions to complex problems, develop these into

concrete strategic plans, set clear and specific directions, and inspire action. It requires an individual of energy, creativity,

and integrity.	 Requires a thorough understanding of and commitment to the values of a research university and the goals of UBC's

strategic plan, as well as an understanding and awareness of the values of cultural diversity and the kinds of processes that

build successful cross-cultural working relationships and build a sense of community. Must have demonstrated ability to manage

organizational growth and change as well as the ability to adapt and work across different professional cultures. Must have the

ability to exercise a high level of diplomacy and discretion in both internal and external interactions. Must be able to

effectively meet deadlines with high attention to detail and time constraints. Requires superior writing and communication skills.
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Requires superior problem-solving and leadership abilities. Must have experience building and maintaining a cohesive, effective

staff team. 	 Must be persuasive and able to make the institution's case compelling to diverse audiences.   

As a representative of UBC, uses sensitivity and diplomacy in public relations activities. Excellent computer skills, including

facility with the normal suite of Microsoft Office programs. Ability to travel and work occasional evenings and weekends. Ability

to forecast and monitor budgets to ensure cost-effective program delivery.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10906

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Information Services

Classification Title: Information Services, Level A Business Title: Web Coordinator

Department:           Public Affairs

Salary:   $47,315.00 -   $56,799.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-01 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

Working closely with and under the direction of UBC Public Affairs' Manager, Web Communications, the Web Coordinator assists in

the operational administration of various UBC websites, including UBC's top-level site, www.ubc.ca.

Organizational Status

The Web Coordinator reports to the Manager, Web Communications, UBC Public Affairs. The position works with UBC Public Affairs web

team members and communications staff, External, Legal and Community Relations staff, and a variety of UBC constituents across

faculties, departments, and service units.

Work Performed

Web Communications 

-	Assists with developing, designing and maintaining the university's top-level web presence, UBC.ca. 

-	Assists with developing, designing and maintaining various other websites that fall under Public Affairs' responsibility. 

-	Ensures that the UBC.ca and Public Affairs sites are up to date with timely news and announcements. 

-	Works closely with other teams in Public Affairs (Brand, Design and Communications groups) and provides support for web

communications initiatives. 

-	Advocates for the adoption of best practices in website information organization and user centred design to balance the needs of

the audience with the goals of the unit. 

-	Performs background research to identify innovative methods in communicating with UBC's diverse audiences via new media and

emerging technologies. 

-	Researches and recommends tools or procedures that allow sites to be more easily maintained and provides related training and

support. 

-	Programs and designs new and existing elements. 

-	Develops interactive features and functionality. 

-	Recommends and assists in development of web content and functionality. 

-	Monitors site traffic and ensuring optimization. 

-	Coordinates amongst various UBC website maintainers to reduce overlap and inefficiencies of information. 

-	Conducts regular meetings with   makes presentations to website constituency groups. 

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  88



-	Examines best practices and trends at comparable institutions and across industry sectors to ensure the competitiveness and

leadership of UBC websites. 

-	Recommends and assists in development of web content and functionality. 

-	Analyzes and makes recommendations on usability of UBC websites. 

-	Collaborates with other key university groups, such as UBC IT and CTLT on overarching web initiatives for the university. 

-	Maintains the UBC Experts Guide Database. 

-	Supports UBC on iTunes U clients. 

-	Writes manuals and reports to document work processes and projects. 

-	Other duties as assigned. 

-	 

UBC Brand 

-	Supports and advocates the UBC Brand and UBC CLF (Common Look and Feel). 

-	Creates and distributes the UBC CLF web templates to the UBC Community. 

-	Assists units with integrating the UBC CLF. 

-	Works closely with the Public Affairs Design Team and translates visual identity designs to working HTML and CSS mark up. 

-	Assists with ongoing improvement and development of the UBC CLF design. 

-	 

 

Content Management System Support 

-	Works closely with the Office of CTLT (Centre for Teaching and Learning) and provides support for UBC administrative units using

WordPress CMS (Content Management System). 

-	Assists with supporting the operational administration of WordPress CMS, one of UBC's enterprise-wide content management tools. 

-	Creates online support resources and documentation for all WordPress CMS clients. 

-	Attends regular workshops to provide support for WordPress CMS clients.

Supervision Received

The position functions as part of a team of Web Communications staff, requiring minimal supervision. The position reports to the

Manager, Web Communications who collaborates on overall strategic planning.

Supervision Given

None.

Consequence of Error/Judgement

The position is expected to assist in setting website operational goals and make decisions regarding editorial copy, photographic

and graphic content, and technical issues for UBC's top-level websites, which take into account the best interests of Public

Affairs and the University.  

 

The consequence of error associated with this position is serious in that a mistake could have a negative impact on the reputation

of the university, i.e. incorrect or erroneous information could cause embarrassment and loss of credibility to the university.

Qualifications

Undergraduate degree in a relevant discipline.  Undergraduate degree in related post-secondary training or an equivalent

combination of experience or education in a related discipline.  Minimum of four years experience or the equivalent combination of

education and experience.  Technical Skills 

-	Minimum 4 years experience in web site design   maintenance, ideally in a complex organizational environment. 

-	Demonstrated Graphical User Interface (GUI) design   user experience (UX)   usability design skills. 

-	Excellent HTML and CSS editing skills. 

-	Strong skills in JavaScript and JQuery. 
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-	Experience with open-source technologies (PHP, MySQL). 

-	Experience with WordPress and Drupal content management tools. 

-	Experience designing or modifying templates for a content management system or blogging application. 

-	Solid knowledge of web server statistics (traffic) monitoring packages and other site management tools. 

-	Knowledge of best web practices, particularly with W3C Standards. 

-	Experience with Adobe Creative Suite software (DreamWeaver, Photoshop, Illustrator, Flash, Fireworks). 

-	Strong knowledge of MS Office (Outlook, Word, Excel, Powerpoint). 

-	Experience working with digital multimedia files and knowledge of various audio and video formats   standards. 

-	Experience with social media tools (Facebook, Twitter, YouTube). 

-	Experience with designing mobile websites would be an asset. 

-	Knowledge of HTML 5 and CSS 3 would be an asset. 

-	Knowledge of web accessibility standards would be an asset.  Excellent communication skills, both verbal and written, with an

ability to impart technical information to audiences with mixed levels of ability. Demonstrated organizational skills in project

and time management, with an ability to work under pressure to meet multiple deadlines. Strong copy writing, editing and

proof-reading skills. Ability to think and plan strategically. Meticulous work habits and a keen attention to detail. Excellent

problem solving or troubleshooting skills. Ability to work as a team member and to take direction   advice. Demonstrated

willingness to learn and continually upgrade skills. Knowledge of the university and its policies, goals, mission, and issues

would be a definite asset.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10830

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Information Services

Classification Title: Information Services, Level B Business Title: Communications Manager

Department:           Green College

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-29 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-06 Available Openings: 1

Job Summary

The Communications Manager is responsible for the planning and implementation of a full range of external communications projects

and strategies to enhance the image and reputation of Green College at local, provincial, national, and international levels, as

well as internal initiatives to improve and maintain member relations and communication systems and products. The role ensures

accuracy and consistency of the College's messaging and visual identity on all applications, and provides consultative services to

College-affiliated and funded groups and individuals on communications strategies.    

 

The Communications Manager manages the work of the Events and Programming Coordinator on communications support activities, and

provides general oversight to same on all internal member events, external event bookings and public programming held at Green

College. The role is also responsible for publicizing College sponsored events and public appearances of special guests.  

 

The College's marketing budget is managed by the Communications Manager. The position is responsible for producing projections,

monitoring expenses, and providing budget reports for this area to the Administration Manager.  

 

In close collaboration with the Principal, the Communications Manager works on development and fundraising initiatives. The

position also looks after coordinating and stewarding partnerships for the College's academic programs as well as community

outreach and engagement in consultation with the Principal. The Communications Manager is expected to maintain an up-to-date

knowledge of UBC academic units, research developments, interdisciplinary activity, and both campus-wide and local community

plans.

Organizational Status

The Communications Manager is a key management team member of the Green College administration office, who liaises with the UBC

community; local media; the UBC Public Affairs, Alumni Affairs, and Development offices; the Faculty of Graduate Studies and

campus partners; the College's food service provider; College committees; and faculty and student (resident) members of the

College on events, programming, partnerships, and communications projects and initiatives.

Work Performed

1. Plans and implements marketing and communications strategies and systems that are in line with the College's general strategic

direction and meet the needs of its various audiences and stakeholders;  
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2. Manages the College's marketing budget, providing projections and making decisions regarding expenses and service contracts;

oversees service contracts related to communications projects;  

 

3. Facilitates external communication between Green College, UBC units and departments, media, external organizations and the

local community;  

 

4. Develops and stewards the College's public profile, ensuring appropriate use and recognition of the College's visual identity

and consistency in messaging;  

 

5. Develops communications policies for the College, in consultation with the Principal and Administration Manager; responsible

for monitoring and ensuring communications policies are adhered to;  

 

6. Provides specific consultative services and overall direction on communication strategies and initiatives to various College

funded groups and public lecture series, producing as needed or overseeing the production of print and online promotional

materials;  

 

7. Leads the continued development and direction of the College's website and online presence, monitors contact management within

College databases, and implements systems to maintain up-to-date listservs and subscriber lists for online publications and

mailings;  

 

8. Leads the production of College print publications and materials (i.e. event poster templates; signage; resident handbook;

annual reports; promotional brochures and flyers, etc), ensuring these are updated and meeting continued needs, and identifying

and evaluating distribution methods;  

 

9. Develops and maintains functional internal communication systems for use by (resident, faculty, society) membership, liaising

with internal audiences, staying current with available technologies, and evaluating needs;  

 

10. Identifies publicity opportunities; researches and prepares news stories to highlight the College's events, special visitors,

member achievements and activities to the campus community and local media; 

  

11. Oversees the development of member recruitment, welcome, and exit communication materials and marketing initiatives, liaising

with committees and member groups;  

 

12. Ensures the development, organization and maintenance of the College's library of photography, video, and audio files,

commissioning materials and services to grow and maintain the collection as needed;  

 

13. Provides own and oversees the work of others related to copywriting, editing, and design services for a variety of College

print and electronic materials, ensuring College style guidelines are consistently followed.  

 

14. Supports the Principal to chair the College's Media and Communications Committee, and serves as a non-voting member, providing

key input into agenda items and leading the organization of meetings.  

 

15. Manages and coordinates stakeholder, partner, community or sponsor relationships where appropriate, and supports the Principal

to develop fundraising plans.  

 

16. Works closely with the Principal to cultivate program partner relationships and sponsorship opportunities.  

 

17. Directs and oversees the work of the College's Events and Programming Coordinator on events, programming, and

communications-related activities; prepares and delivers Events and Programming Coordinator performance evaluations and oversees

those of Event Assistant student positions;  
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18. Provides consultative services to members and College-affiliated groups in communications planning for public events.

Supervision Received

Reports to the Principal of Green College, working independently with minimal supervision following established guidelines and

standards. Work is reviewed in terms of achievement of defined goals.

Supervision Given

Directs the work of internal and external service providers in the areas of communications and events management. Directly manages

the work of the Events and Programming Coordinator, providing training and supervision, conducting performance reviews and

providing direction. Provides guidance to the Event Coordinator on supervision and procedures of Events Team. Occasionally

supervises various staff members on specific job tasks and functions related to communications, programming and events, and

provides general supervision to other staff in the absence of the Administration Manager.

Consequence of Error/Judgement

This position will make decisions regarding communications and events-related service contracts and projects that can have

significant impact on staff operations, College finances, member services, and overall reputation. The perceptions of the College

created by this position are critical to the success of the institution. The person holding it will be acting as the Principal's

and the College's representative at all times and will play a crucial role in setting and maintaining standards and expectations

for all contributors to the College's enterprise and for all its publics. Negligence, inaccuracy or discourtesy of any kind may

seriously affect the image and reputation of individuals, of the College, and of the University. Inappropriate, ineffectual or

poor messaging in communications, poorly designed communications media and flawed publicity could be damaging to revenue,

recruitment, fundraising, member relations and public relations. By the same token, an effective incumbent to this position will

help set the tone for the College's academic undertakings and ensure that the College's mission is generally understood and

appreciated across campus and in the wider community. He or she will be closely involved in all the most public aspects of the

College's operation.

Qualifications

Undergraduate degree in a relevant discipline.  Undergraduate degree in marketing, communications, or relevant discipline. A

post-secondary certificate in graphic design, web design, or publishing would be an asset.  Minimum of five years experience or

the equivalent combination of education and experience.  Proven experience in developing and implementing communications plans,

project management, web development, graphic design, and event organization. Managerial and supervisory experience, preferably in

a unionized environment, is essential. Experience required in combination of publishing, print management, graphic design, digital

photography, multimedia, website development (CMS) and maintenance. Experience in a University setting and its environment

preferred. Familiarity with membership-based organizations, fundraising campaigns and practices, student recruitment and

admissions, or the hospitality industry would be considered assets.  Ability to conduct needs analyses, plan, implement and

evaluate wide range of marketing and communications projects and systems within allocated time and resources; High degree of

proficiency with publishing and graphics programs (Adobe Creative Suite) and office productivity tools (MS Office 2010); knowledge

of HTML. Ability to use spreadsheet, database, e-mail and other office software. Experience supervising staff and external

contractors, and oversee the organization of special events for College audiences. Ability to maintain accuracy and attention to

detail. Ability to work independently and in a team environment. Cultural sensitivity and awareness of the political and

administrative environment at UBC. Highly effective written and verbal communications, with ability to write for various

audiences, settings and tones. Proven multi-tasking skills, the ability to work effectively under pressure and meet deadlines. A

high level of tact, diplomacy, discretion and sensitivity, including proven negotiation skills. Proficiency working with budgets

and managing service contracts'. Strong interpersonal, leadership, and conflict resolution skills to maintain cooperative and

productive relationships with faculty, staff, students, donors, partners, special guests, vendors, the media and members of the

UBC and broader communities. Ability to effectively lead committees and plan meetings. Capacity for innovation and creativity,

research, analysis, and strategic thinking.
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UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10863

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Information Services

Classification Title: Information Services, Level B Business Title: Communications Coordinator - Digital Info Channels

Department:           Student Development & Services

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-01 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-02 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

The Communications Coordinator works to develop and implement strategies for communications that support key areas identified

within Place and Promise with a variety of audiences, with primary focus on students.  

 

Working in partnership with UBC Information Technology (UBC IT), Public Affairs, SD&S, event providers, and user groups, the

Coordinator develops, improves, promotes and evaluates digital channels and UBCevents. The Coordinator provides direct service

across the University to hundreds of units involved in UBCevents and Digital Signage and works to improve internal communication

and engagement.  

 

The Coordinator participates in the establishment of communications standards for the University and ensures that all

communications activities and materials comply with UBC standards and best practice. The selection of appropriate communications

channels for a given message and audience, including deployment of digital channels, is an area of particular focus.

Organizational Status

The Coordinator is a member of the Student Communications Services team and reports to the Director, Student Communications

Services. Accountable to the Director of Public Affairs and Senior Director, Student Development and Services for UBCevents and

Digital Signage and works closely as a team member within UBC IT teams supporting UBCevents and Digital Signage. The Coordinator

supervises a team of student staff involved in communication projects.  Works closely with service providers on- and off-campus.

Work Performed

Communications Planning and Assessment 

-	Working with SD&S, Public Affairs and UBC IT, develops annual communications plans including the project plan for UBCevents,

Digital Signage, and specific communication priorities 

-	Participates in the integration of unit plans across the ES and SD & SD divisions; 

-	Coordinates communications activities as specified in the above plans; 

-	Assesses the effectiveness of established communications plans and makes recommendations for future improvements 

 

Project Coordination and Management 
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-	Manages communications projects, determines project timelines and budgets, and develops contingency plans to keep projects on

track; 

-	Coordinates workflow between members of project teams, including web designers, developers, user experience specialists, and

editorial staff; 

-	Communicates with business owners with respect to project status and negotiates any necessary changes to timelines or

deliverables; 

-	Actively seeks out partnerships and develops relationships with other campus units and student groups in order to identify and

leverage  opportunities for collaboration; 

-	Ensures that messages are delivered in a coordinated fashion across appropriate communications channels. 

 

 

UBCevents and Digital Signage 

-	Provides project management for the development of the tools activity that widely considers the overall goals of the project as

well as the specific needs of event providers and the broad audience of student, staff, faculty, alumni, and community users; 

-	Manage and develop the student staff team directly; 

-	Forms and maintains strategic partnerships to collaborate and improve use, functionality, and penetration of UBCevents and

Digital Signage in support of the University's priorities and objectives; 

-	Actively leads and participates in the cross functional team involving IT and Public Affairs; 

-	Designs and delivers training and provides service support to users; 

-	Actively develops and designs content;  

-	Tracks and analyzes usage. 

 

Writing and Editing and Filming 

-	Writes, films, and manages web content; 

-	Develops and maintains editorial style guides, standards, and templates and works in compliance with established University

standards; 

-	Edits for style, substance and organization; reorganizes text and media for consistency in grammar, format, message, impact, and

voice, recommending changes as needed. 

 

Digital Channels 

-	Selects and makes recommendations to business owners on selection of communications channels to meet audience needs and maximize

use of resources; 

-	Provides opportunities for audiences to choose preferred channels, where possible and appropriate; 

-	Keeps abreast of audience engagement with digital channels and deploys where appropriate to meet communications objectives; 

-	Educates business owners and others about the use of digital channels and other emergent communications technologies. 

 

General 

-	Maintains familiarity with major communications trends, issues, and technologies; 

-	Functions as a communications resource for University units, sharing expertise and developing intuitive and easy to use

materials that allow unit staff to handle come communications tasks independently; 

-	Performs other related duties as required.

Supervision Received

Works independently under general guidance from the Director, Student Communications Services. Works in close cooperation with the

Director and other staff in Student Communications Services, keeping the Director informed. Accountable to the Director of Public

Affairs and Senior Director, Student Development and Services for UBCevents and Digital Signage and works closely as a team member

within UBC IT teams supporting UBCevents and Digital Signage.

Supervision Given

Hires, trains, supervises and mentors up to 5 student staff specific to the development of video, social media and UBCevents.
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Actively participates in the recruitment, hiring and training of new employees. Assists with training and supervision of support

staff and training of new management and professional staff in Student Communications Services.  Supervises staff involved in

specific communications projects as needed.

Consequence of Error/Judgement

This position represents the University as well as Enrolment Services, Student Development & Services, and Public Affairs.

Incorrect decisions or judgment will directly affect UBC's reputation with students, faculty, staff, and the broader community;

specifically daily decisions with respect to the digital screen displays and development of communication materials for events.  

Incorrect decisions will affect the University's ability to effectively communicate with its audiences, with a direct negative

impact on the student experience.

Qualifications

Undergraduate degree in a relevant discipline.  (English, communications, journalism, marketing, or publishing).  Minimum of five

years experience or the equivalent combination of education and experience.  -	Proven experience in strategic communications

planning and project coordination. 

-	Experience in graphic design, web design, and video production. Adept in Search Engine Optimization, Pay Per Click advertising

and a wide variety social media tools, spaces, and emergent technologies. 

-	Demonstrated understanding of web design usability best practices. 

-	Experience using established and emerging social media channels for communication and audience engagement. 

-	Background in English, technical writing, or other editing experience with English usage, spelling, grammar, and punctuation. 

Strong analytical skills and ability to use analytical tools, e.g. Google Analytics, to measure success and deliver actionable

recommendations. Effective oral and written communication and interpersonal, presentation, and public relations skills.

Demonstrated leadership and motivational skills. Computer experience and training required include Adobe Acrobat and the Microsoft

Office suite.  Experience with content management systems an asset. Demonstrated ability to function as a member of a team.

Ability to exercise diplomacy, tact and discretion when working with confidential and or sensitive information and in dealing with

various levels of administration and external agencies. Demonstrated ability to work in a project based environment and handle

multiple and concurrent priorities. Capacity for creativity and research; ability to exercise initiative, resourcefulness and

judgment. Accuracy and attention to detail. Ability to work independently.   Ability to assess own performance and regularly

report on project status.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10898

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Nursing

Classification Title: Nursing, Level B Business Title: Clinical Associate

Department:           Nursing, School of

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Part-Time (80%)

Desired Start Date:   2011-09-01

Job End Date:         2012-08-31

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

To assist with the planning, implementation and evaluation of the clinical component of undergraduate nursing courses; to educate

students in a participatory, interactive and inclusive environment to develop competency and capacity for critical judgment,

decision-making and mastery of entry level competencies within the broader context of comprehensive patient client care.

Organizational Status

Collaborates with, works closely with and reports to the course leader and the Associate Director, Undergraduate Programs as

required.

Work Performed

-	Actively participates in the teaching of nursing competencies in the clinical practice skills labs. 

 

-	Clinical supervision of a group of students in a hospital or community health setting  

	- assigns students to provide direct care to patient client 

	- assesses student's initial skill level and identifies the need for teaching of new skills 

- monitors and evaluates students' skill performance to ensure that accepted practice standards  

      are maintained 

-	directs supervision and teaching of skills as appropriate to direct patient care in the clinical setting. 

 

-	Attend orientation session(s) at clinical sites as may be necessary. 

 

-	Assists course leaders with the theoretical component of clinical coursework, such as grading required papers or delivering

lecture(s) 

 

-	Participates in team activities relative to planning, implementing and evaluating the clinical component of the undergraduate

program. 

 

-	Performs other related duties as required.
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Supervision Received

Works independently and interdependently in clinical settings.

Supervision Given

Supervises and responsible for students (normally 6; maximum 12) in the clinical areas; provides direct supervision of student

performing skills.

Consequence of Error/Judgement

Error in judgment would impact on the clinical performance of nursing students and safe care for patients; potentially sever

critical opportunities for faculty and clinical placement in various hospital and community agencies and or compromise the

School's reputation.

Qualifications

Research Nurses require  R.N. Certificate. Clinical Associates require minimum of Undergraduate degree in Nursing and Nursing

Licensure in British Columbia.  Minimum of Baccalaureate degree in Nursing (BSN).  Research Nurses require 3 years of nursing and

administrative experience. Clinical Associates require at least 2 years of related clinical work experience.  Strong clinical

background in Adult Acute Critical Care, Maternal Child, Pediatrics, Mental Health, Gerontology, or Community Population Health;

Teaching experience and or a keen interest in teaching; Exceptional interpersonal skills.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10754

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Human Resources

Classification Title: Human Resources, Level D Business Title: Senior Manager, Faculty Relations

Department:           Faculty Relations

Salary:   $67,383.00 -   $84,230.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-12 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

The University of British Columbia is one of the largest universities in Canada, and one of the largest employers in the province

of British Columbia, employing approximately 1,800 full-time faculty members and 12,000 support staff spread across more than six

bargaining units or employee groups.  One of the key functions of the Human Resources Department is to be responsible for the

negotiation, administration and maintenance of collective agreements, conflict management and dispute resolution, and to provide

direction and consultation to client departments in the interpretation of legislation governing employment practices. 

 

Working with the Associate Vice President, Human Resources, and the Director of Faculty Relations, the Senior Manager assists in

the development of labour relations strategies and policies affecting faculty at the University.  This position also participates

in the development of strategies for collective bargaining with the Faculty Association and sits on the negotiating team; works

with the Director of Faculty Relations, and counsel for the University at grievances and arbitration hearings; interprets and

administers the Collective Agreement and other agreements and handbooks governing conditions of employment of faculty at the

University; advises senior administration, Faculty Relations staff and client Departments on all matters relating to Labour

Relations management; and develops working relationship with the Faculty Association.

Organizational Status

Reports to the Director of Faculty Relations.  Consults with the Associate Vice President, Human Resources.  Provides consultation

and advice to the Faculty Relations Manager, Faculty Relations Assistant Managers and Administrators of client Departments. 

Liaises with the Faculty Association.

Work Performed

Researches past practice, assesses impacts exposures, interviews witnesses and identifies solutions.  Participates in the

preparation of grievance and arbitration cases by proposing strategies to the Director of Faculty Relations and counsel for the

University and.  Negotiates with Faculty Association to resolve disputes prior to formal hearings where possible. 

 

Drafts Letters of Understanding in settlement of issues.  Interprets and administers the Collective Agreement and other agreements

governing conditions of employment for faculty at the University. 

 

Attends various meetings with Faculty Association, Departmental representatives and faculty to resolve disputes. 
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Provides consultation and advice to senior administration, the Faculty Relations staff and Administrators of client Departments on

all matters relating to Labour Relations management.  Provides interpretations of more complex labour relation issues.  Recommends

strategies to support client Departments. 

 

Provides direction to senior administration, the Faculty Relations staff and Administrators of client Departments in the

interpretation of University policies, procedures, and practices and their application to the work place; and in the

interpretation of legislation governing employment practices at the University (e.g. Employment Standards, Human Rights Code and

Freedom of Information). 

 

Provides direction to senior administration, the Faculty Relations staff and Administrators of client Departments engaged in

grievance, layoff, termination, tenure and promotion decisions, or recruitment and selection processes which are particularly

complex or which have far reaching legal or financial implications for the University. 

 

Develops labour relations strategies and policies affecting faculty at the University.  Identifies significant issues, conducts

research and prepares recommendations and position papers regarding labour relations policies and procedures. 

 

Participates in the development of strategies for collective bargaining.  Sits on the University bargaining committee. 

Investigates, researches and analyzes labour relations issues. 

Develops and maintains effective working relationships with the Faculty Association. 

 

Drafts tenure and promotion denial letters for the President.  Prepares documentation required for tenure and promotion denial

appeals. 

 

Approves draft advertisements for tenure stream faculty positions on behalf of the Vice Provost (Academic Resources). Recommends

approval for requests for waiving of advertising to the Vice Provost (Academic Resources). 

 

Identifies training needs and creates educational materials and delivers seminars and workshops relating to labour relations for

faculty. 

 

Maintains current knowledge and awareness of labour relations standards practices and legislative changes to advise the University

community and ensure compliance. 

 

Liaises with immigration officers, Canadian consulates embassies, Canada Revenue Agency, Service Canada, and administrators at

other universities. 

 

Represents Faculty Relations on various University committees. 

 

Works closely with the Director of Faculty Relations and other Senior Manager on the ongoing direction and management of Faculty

Relations to meet goals and objectives. 

 

Performs other related duties as required.

Supervision Received

Reports to the Director of Faculty Relations.  Assigned work directly by the Associate Vice President, Human Resources and the

Provost and Vice President Academic. Wide latitude for the exercise of independent judgement in problem solution.  Performance

evaluated in terms of attainment of set objectives.

Supervision Given

Provides advice and guidance to the Faculty Relations Manager in matters relating to labour relations practice.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  101



Consequence of Error/Judgement

Poorly conceived recommendations provided to the Associate Vice President, Human Resources, and the Director of Faculty Relations,

may have a negative impact on the development of sound labour relations strategies and policies. 

 

Inadequate preparation for collective bargaining may undermine the University's success in meeting its objective to achieve a

satisfactory collective agreement. 

 

Failure to provide satisfactory labour relations advisory support to Faculty Relations Manager or to provide timely advice to

client Departments may result in a disruption of operations in client Departments.  Unsatisfactory advisory support may result in

an increase in the frequency of grievances and arbitration and consequently an increase in the financial commitment of client

Departments. 

 

All of these errors would negatively impact on relations with the Faculty Association or faculty and or contribute to an

unfavourable public image of the University.

Qualifications

Undergraduate degree in a relevant discipline.  Specialization in labour relations and or law.  Minimum of seven to eight years of

related experience and 3 years in area of specialization or the equivalent combination of education and experience.  Experience

working in an educational environment preferred. Thorough knowledge of current Human Resource Management practices and Skills, &

specifically those pertaining to labour relations. Thorough knowledge of provincial and federal legislation governing employers'

Human Resource practices.  Ability to communicate effectively verbally and in writing. Ability to analyze problems, identify key

information and issues, and effectively resolve. Ability to develop and maintain cooperative and productive working relationships

with client Departments and the Faculty Association. Ability to prioritize and work effectively under pressure to meet deadlines.

Ability to work effectively independently and in a team environment.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10884

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Research & Facilitation

Classification Title: Research&Facilitation, Level A Business Title: Research Coordinator

Department:           Physical Therapy

Salary:   $43,809.00 -   $52,592.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-22

Job End Date:         2012-08-31 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

Job Summary

The position is responsible for the general research coordination of research projects undertaken at the Brain Behavior

Laboratory, UBC Campus.

Organizational Status

Reports directly to Associate Professor, Dr. Lara Boyd to facilitate the coordination of the Brain Behavior research laboratory in

the Department of Physical Therapy.

Work Performed

- Coordinate and communicate research projects and activities in the lab 

- Manage completion of projects within the lab 

- Assist with grant funding opportunities and the grant application process, prepare ethics applications and administer

questionnaires 

- Oversee data analyses and collection (Including functional MRI) 

- Conduct literature searches using Medline 

- Coordinate the maintenance of stock of supplies within the lab 

- Manage study participant reimbursements

Supervision Received

Reports to Assistant Professor, Dr. Lara Boyd, Department of Physical Therapy. The position is expected to function with a great

deal of independence but with close communication with Dr. Boyd.

Supervision Given

Works effectively with the research team.

Consequence of Error/Judgement
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The position is responsible for the coordination of a research laboratory. The position is accountable for the effective execution

of all research activities and research projects within the laboratory.

Qualifications

Undergraduate degree in a relevant discipline.  .  Minimum of two years experience or the equivalent combination of education and

experience.  Understanding of the mission and structure of post-secondary education. Thorough knowledge of University regulations

and policies.  Ability to communicate effectively verbally and in writing. Ability to deal with a diversity of people in a calm,

courteous, and effective manner. Ability to effectively train, supervise, and motivate employees. Ability to analyze problems,

identify key information and issues, and effectively resolve. Ability to prioritize and work effectively under pressure to meet

deadlines. Ability to work effectively independently and in a team environment. Fluency with basic data management in spreadsheet

form.  Basic statistical comprehension and understanding in psychology and or movement physiology.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10867

Location:             Kelowna - UBC Okanagan

Employment Group:     Management&Professional (AAPS)

Job Category:         Research & Facilitation

Classification Title: Research&Facilitation, Level B Business Title: Electron Microscopy Specialist

Department:           UBCO-Faculty of AppliedScience

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-15

Job End Date:         2014-08-15

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-02 Available Openings: 1

Job Summary

This position is responsible for research management and the day-to-day operations of the research laboratory of the Electron

Microscopy facility at UBC's Okanagan Campus. The laboratory consists of a brand-new Tescan MIRA-3 LM scanning-electron microscope

with EDX and EBSD as well as specimen preparation facilities. This facility functions as a research and teaching resource for

several units on campus including Biology, Earth & Environmental Sciences, Chemistry and the School of Engineering, as well as

outside clients and other on-campus faculty. It involves planning, implementation, and management of research directions, budgets,

personnel, and safety within the lab, and fostering an environment where research can flourish.

Organizational Status

Manage and oversee undergraduate and graduate students and postdoctoral research fellows conducting research experiments in the

facility. Work closely with other lab managers, researchers, and faculty members. The position also interacts with industrial

contacts and may perform contractual work for them. This position will interact on a regular basis with technicians in the

Inductively-Coupled Mass Spectroscopy (ICPMS) facility, the School of Engineering Machine Shop, as well as with other technical

staff within the School of Engineering and the Irving K. Barber Faculty of Arts and Science.  The individual will also liaise with

vendors.

Work Performed

1.	Responsible for managing and overseeing the general operations of the Electron Microscopy facility by: 

-	Providing strategic advice, interpretation and guidance on a wide range operational issues. 

-	Participating as a member in the research team's strategic planning process.  

-	Preparing operations policies and procedures to ensure day-to-day and long-term efficiency and effectiveness of the facility. 

 

2.	Responsible for the safe operation of the Electron Microscopy Laboratory by:  

-	Chairing Electron Microscopy facility the Safety Committee.  

-	Managing and ensuring the safe operation of electron microscopes and sample preparation equipment. 

-	Evaluating and developing safe operating procedures for the facility.  

-	Conducting regular safety inspections conditions to ensure compliance with prepared procedures.  

-	Performing duties of an Emergency Responder, including administering following established emergency response evacuation

procedures and notifying appropriate emergency services during an emergency event.  
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3.	Finance & Budget Control by: 

-	Managing the facility budgeting and forecasting. 

-	Monitoring expenditures and reconciles monthly budget reports.  

 

4.	Perform Analysis in Electron Microscopy Laboratory by: 

-	Extracting qualitative and quantitative analysis of electron microscopy data and analyzes the results and prepares report

findings.  

-	Operating the electron microscopes and specimen preparation instruments for outside users.  

 

5.	Responsible for ensuring that all users are trained on new techniques and provides support by: 

-	Preparing directives, training manuals and course materials and training sessions for facility users.  

-	Training and assisting students and researchers with specialized techniques related to recent developments in materials

characterization technology, particularly electron microscopy, EDX and EBSD but also image analysis and digital imaging.   

 

6.	Ensures routine maintenance is completed by:  

-	Designing new fixtures and accessories for the electron microscope and managing the fabrication of these designs with the School

of Engineering's Machine Shop.  

-	Ensuring that the laboratory exceeds minimum cleanliness requirements and keeping the facility clean and free of hazards. As

high vacuum systems are used and analytical techniques are performed in this laboratory, an exceptional level of cleanliness is

required in the laboratory. 

-	Conducting simple mechanical repairs, simple electrical repairs, testing circuits, testing and changing fuses, electron

microscope column cleaning and aligning, and pneumatic hose and Humphrey valve changing. 

-	Sourcing out supplies and new equipment and interface with suppliers and critically evaluate equipments costs.  

-	Facilitating capital equipment purchases and equipment repair.

Supervision Received

This position reports to the Director of the School of Engineering and works very independently and has considerable latitude

while adhering to established UBC policies and standards.

Supervision Given

This position will be responsible for the overall safety of all users of the scanning-electron microscope and supervises all

users. This position will be responsible for evaluating user ability and for determining the level of supervision and training

required by each. The position will also oversee technician repair work by outside agencies.

Consequence of Error/Judgement

Many research programs depend on the operation of this facility. Poor decisions regarding safety procedures and or poor

maintenance of the facilities could prove a risk to users. Errors in this context could result in delays in research, personal

injuries, expensive repairs and unavailability of equipment needed for teaching and research.

Qualifications

Undergraduate or Masters degree in a relevant discipline such as Material Science, Biology, or Geology is required.  Minimum of

three years experience or the equivalent combination of education and experience.  Minimum two years experience with managing a

research facility.  

Experience with analyzing research results and preparing research reports.  Demonstrated organizational, analytical,

problem-solving skills and capacity to manage and train people. Experience with other microscopy equipment (confocal microscopy,

computed tomography microscopy) is an asset. Experience with chemical safety and laboratory management appropriate for an electron

microscopy laboratory.
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UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10865

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Research & Facilitation

Classification Title: Research&Facilitation, Level B Business Title: Research Coordinator

Department:           School of Human Kinetics

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Part-Time (40%)

Desired Start Date:   2011-09-01

Job End Date:         2012-08-31

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-02 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

This position will focus on providing research leadership and direction to the Olympic Games Impact project. The incumbent will

assist in the development of this research project and will have primary responsibility for its day-to-day implementation.

Organizational Status

Research Coordinator reports directly to the Academic Lead, Dr. Robert VanWynsberghe.  S he will also work with research and

clerical staff, graduate students and other UBC faculty. The Research Coordinator will be required to act as liaison with

community leaders, government and non-governmental organizations as it relates to the research project.

Work Performed

Project Coordination: 

-Work closely with colleagues to ensure the project objectives are met; 

-Coordinate the day-to-day operations of the project; 

-Coordinate and facilitates meetings of the research team, and follow up on actions arising from the meetings; 

-Prepare budgets and manage the finances for the project; 

-Prepare and implement workplans and timelines for the project; 

-Prepare ethical review submissions; 

-Make recommendations regarding project management, and budgetary and research planning issues; 

-Co-author progress and final reports to the funding agency; 

-Work with the Lead Academic to identify funding sources, develop ideas into grant proposals, and prepare and organize grant

proposals for future related projects; 

-Liaise with university administration on research-related policies and procedures; 

-Liaise with faculty, students, and others, with the potential for developing partnerships and;  

participate in the selection, supervision, and evaluation of full and part-time research assistants, including graduate students

and work-study students; 

-Maintain a RefWorks database to organize references related to the project; 

-Other duties as assigned. 
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Research: 

-Coordinate and ensure that OGI research meets UBC ethical requirements; and 

-Coordinate the development of data collection instruments;  

-Coordinate data collection and conduct analysis; 

-Develop a database of quantitative and qualitative data;  

-Facilitate and manage literature searches and the writing of literature reviews. 

 

Dissemination: 

-Coordinate and co-author communications about the project to various audiences via various mediums, e.g., academic journals,

conferences, seminars, newsletters, etc.; 

-Develop and maintain the OGI parts of the Centre for Sport and Sustainability website. 

 

Assist in recruiting and supervising project staff, as needed 

-Participate in the recruitment of graduate students, work-study students, regular research assistants (e.g., drafting job

descriptions, posting job descriptions, interviewing, etc.);  

-Supervise and train research assistants with respect to collecting, inputting, and analyzing data. 

	

Supervision Received

Research Coordinator will report to the Academic Lead. S he will be required to work independently and to display initiative,

sound judgment and decision-making.

Supervision Given

Manages research assistants, technicians and students.

Consequence of Error/Judgement

The OGI project requires the work of the Research Coordinator to be completed at a high level of accuracy. Errors in

administration of research activities could cause delay in completion of research projects. Decisions regarding new and existing

research influence the efficient daily operations of OGI, and errors in research management could result in costly and

time-consuming grievances and affect staff morale and performance.

Qualifications

Undergraduate degree in a relevant discipline.  Masters degree in a social-science- related field and related training, research

experience, and research management qualifications preferred.  Minimum of three years experience or the equivalent combination of

education and experience.  Experience and knowledge of policy analysis, and impact assessment is also required and must be

familiar with both quantitative and qualitative data analysis.  Ability to effectively manage multiple tasks and priorities.

Ability to maintain accuracy and attention to detail. Ability to prioritize and work effectively under pressure to meet deadlines.

Ability to analyze and interpret data, determine implications, and provide recommendations Ability to work effectively

independently and in a team environment. Ability to exercise sound judgment. Ability to gather, record, and organize information.

Ability to communicate effectively in writing. Ability to communicate effectively verbally and in writing. Ability to write well,

publish and present; Ability to effectively use Microsoft Office (Word, Access, Excel, & PowerPoint), SPSS, NVivo, and RefWorks at

an advanced level; Ability to liaise with faculty, students, and health authority, local government and community members (some

travel in lower mainland of BC) is required.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,
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women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10826

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Research & Facilitation

Classification Title: Research&Facilitation, Level B Business Title: Geospatial Technical Lead

Department:           Human Early Learning Partnrshp

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-01

Job End Date:         2012-03-31

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-13 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

The Human Early Learning Partnership (HELP) is an interdisciplinary, inter-university network of scholars that conducts child

development research from a life-course perspective.   

 

We seek a creative thinker and technically inclined individual to advance the geospatial and data visualization work of the

Mapping and Data Visualization Lab.

Organizational Status

The Geospatial Technical Lead reports directly to the Mapping Manager, and interacts regularly with researchers, staff, and

faculty at HELP and at other partner organizations.

Work Performed

Major responsibilities include: 

- Overseeing and performing GIS Geographic Information System) analyses, cartographic production, data visualization, and data

management in support of various projects undertaken at HELP. 

- Acting as consultant on spatial representation of data and on how to store and use data.   

- Participating in providing research support and methodological advice re: analysis and visualization of data. 

- Developing and Maintaining HELP's online interactive map 

- Serving as a HELP resource person for questions or issues that may arise regarding GIS, spatial analysis and mapping. 

- Liaising with multiple stakeholders in order to provide information and to ensure data access. 

- Develops and analyses web metrics to develop web strategy 

- Contributing to writing of research reports for publication. 

- Remaining up-to-date with industry trends and current practices. 

- Other related duties may be assigned.

Supervision Received

Works independently within established guidelines and standards.  Work is reviewed in terms of achievement of defined goals.
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Supervision Given

Assigns and checks work of GIS technicians

Consequence of Error/Judgement

Accuracy is essential since errors may have implications for future policy and funding. The candidate is required to interact with

faculty, researchers, systems analysts and support staff at HELP, and will have contact with government, regional health authority

staff and other community and professional groups.

Qualifications

Undergraduate degree in a relevant discipline.  An undergraduate degree in geography or related field, with specific training in

cartography information design and GIS.  Minimum of three years experience or the equivalent combination of education and

experience.  Three years experience with GIS, database management, programming, basic statistics and graphic design software is

required.  Experience working collaboratively with researchers and community-based organizations is desirable.  Qualitative and

quantitative research skills and multivariate experience. Ability to effectively use GIS and Adobe Illustrator at an advanced

level. Ability to effectively use MS Office (Word, Excel and PowerPoint) at an intermediate level. Proficiency and comfort with

statistical software (e.g. SPSS, R), relational database software (e.g. Access) and 

experience with open-source platforms and Programming Languages (html, Python, Django). Ability to deal with a diversity of people

in a calm, courteous, and effective manner. Ability to analyze problems, identify key information and issues, and effectively

resolve and think creatively. Ability to communicate effectively verbally and in writing and experience  & skills in e-technology

and e-communications. Ability to effectively manage multiple tasks and priorities and adapt to changing priorities. Ability to

prioritize and work effectively under pressure to meet deadlines. Ability to be thorough, accurate, and have a high level of

attention to detail. Ability to work in a team environment and be self-motivated. Ability to work successfully with a wide range

of groups and individuals, including community groups, researchers, the public sector and multiple levels of government.

Experience with the analysis of socioeconomic and health data is desirable. Prior knowledge of the relationship between

neighbourhood characteristics and child development is an asset. Knowledge of BC's geography is a strong asset.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10907

Location:             Vancouver - Hospital Site

Employment Group:     Management&Professional (AAPS)

Job Category:         Research & Facilitation

Classification Title: Research&Facilitation, Level C Business Title: Clinical Research Coordinator

Department:           Ctr-Molecular Med&Therapeutics

Salary:   $59,602.00 -   $71,550.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-07-15

Job End Date:         2012-07-14 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-08 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

To be responsible for the management of the BC Clinical Genomics Network including coordinating 10 - 16 different clinician-driven

research studies, communicating with physicians, technology platforms, other consultants, the investigators, and granting

agencies. Also facilitates research agreements between investigators and technology platforms, and provides educational

presentations in academic and clinical settings.	

Organizational Status

Supervises administrative assistant, research manager, genetic counselor and reports to the two Co-leaders.  Interacts with all

members of the Network including post doctoral fellows, consultants, clinicians, Oversight and Management Committee members and

other staff. 

The BCCGN is led by the two Co-Leaders who provide overall guidance and direction with periodic input from a Management Committee.

Day-to-day operations are carried out by the Network Coordinator and Business Manager with a team including an administrative

assistant, a Genetic Counsellor and a Research manager.

Work Performed

-	participates in strategic planning and strategic review of BCCGN activities with the Business Manager 

-	works closely with staff, consultants and BCCGN working groups to meet the goals of the Network 

-	ensures that  appropriate planning and management is in place for each of the research projects undertaken by the Network. This

position sets the goals and priorities for research projects in Principal and oversees the management budgets. 

-	 

-	Facilitates the identification of and application to other funding opportunities for research studies being conducted by Network

investigators  

 

-	Facilitates access to state of art technologies through research agreements between investigators and technology platforms. 

 

-	develops suitable genetic research methodology for each project and liaises with technology experts from other hospitals and

research institutes where necessary 

-	keeps up to date on the knowledge in the field and provides guidance to physicians on current availability, advantages and
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limitations of various genomic technologies 

 

-	provides guidance and expert advice for researchers in navigating ethics approval and privacy impact assessment processes 

-	ensures that supporting services if needed, are provided for each project 

-	acts as point of contact and communication for health authorities and universities across the province interested in services

provided by the Network 

-	develops and determines appropriate Network resources needed to create data management plans  

-	provides guidance in developing a protocol for disclosure of genetic research results 

-	establishes mechanisms to deliver genomic educational programs to physicians and other healthcare professionals, and travels

around the province to deliver these educational programs 

-	coordinates planning and execution of annual conference 

-	contributes to writing reports and summaries of results and procedures for funding agencies, university and other organizations 

-	presents progress and findings at meetings to academic community, other possible partners and funders 

-	participates in education and training opportunities 

-	communicates with Oversight and Management Committees

Supervision Received

Work flexible hours and travel as needed. Responsible for continued progress of each research project. Works autonomously to

achieve that outcome with periodic consultation with Co-leaders.

Supervision Given

Provides direction for team and directly supervises administrative assistant, research manager, genetic counselor and students.

Also involved in hiring these staff, as well as post-doctoral fellows. Trains researchers in study protocols. Coordinates the

staff from other departments who participate in the research projects.

Consequence of Error/Judgement

Must exercise professional judgment and discretion in all interactions and in management of research studies. Errors in judgment

could have serious implications resulting in problems with relationships with clinicians, investigators and consultants.

Qualifications

Post-graduate degree or equivalent professional designation if responsible for a research project otherwise Undergraduate degree

if not responsible for a research project.  -	an undergraduate degree as well as a Masters of Science in Genetic Counseling (PhD

in Genetics preferred)  

-	Plus minimum two years of internship in medical genetics, as well as a minimum of 4 years of clinical research experience, or

the equivalent combination of training and experience  

-	Knowledge of ethics, consent, study design and protocol development 

-	Experience dealing with patients and families 

-	Knowledge of application of genetics and genomics to research and patient care   

-	Ability to understand the needs of patients from both a clinical and research perspective 

-	Ability to utilize evidenced-based practice 

-	Knowledge of field of genetics and genomics 

-	Knowledge of medical and scientific terminology 

-	Ability to conduct all research activities in an ethical manner and ensure confidentiality of study participants  

-	Ability to work both independently and within a team environment 

-	Ability to supervise a team 

-	Effective interpersonal, oral and written communication, and organizational skills 

-	Ability to exercise a high degree of motivation, enthusiasm and initiative 

-	Computer experience required (Excel, Access, Word, Email, Internet).  4 years or equivalent combination of education and
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experience if responsible for research project otherwise 6 years or equivalent combination of education and experience if not

research work.  Ability to make decisions and recommendations involving highly complex issues. Ability to communicate effectively

verbally and in writing.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  115



 

Job Posting

Job ID:               10902

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Scientific Engineering

Classification Title: Scientific Eng., Level C Business Title: Research Engineer

Department:           Computer Science

Salary:   $59,602.00 -   $71,550.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-01

Job End Date:         2012-07-31 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

Job Summary

The successful applicant will be involved in the design and development of high-fidelity prototypes of new software engineering

techniques to support the development of software intensive systems for the automotive and other similar domains.  

 

The successful applicant will also help coordinate the integration of prototypes developed by a network of individuals in similar

positions at other Canadian universities.  He she will provide technical guidance, direction and support to individuals in similar

positions in the network across the country and to local graduate students working on software engineering prototypes. 

 

The position is funded by the Automotive Partnership Canada as part of a cross-Canada initiative to improve capabilities of

model-oriented software engineering techniques to develop software intensive systems.

Organizational Status

This position reports to Dr. Gail Murphy, Professor in the Department of Computer Science.

Work Performed

The incumbent will specify, design, implement and test specialized software engineering prototypes that are either stand-alone or

integrated as part of open-source or commercial development environments.  

 

He she will coordinate and manage technical decisions about integration of prototypes developed across the country. He she will

systematically selects appropriate technologies on which to build prototypes, maintains infrastructure to support development of

prototypes using an agile development process. 

 

The incumbent will participate and contribute to open-source communities as needed. He she will provide technical guidance,

direction and support to individuals in similar positions in the network across the country and to local graduate students working

on software engineering prototypes.

Supervision Received

Day to day supervision will also be provided by Dr. Murphy with input from investigators involved in the cross-Canada network
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initiative. There will be strong daily interaction with the members of Dr. Murphy's research group, with students of members of

research groups at two other Canadian institutions and with individuals in similar positions at other Canadian institutions that

are part of the network.

Supervision Given

He she will provide technical guidance, direction and support to individuals in similar positions in the network across the

country and to local graduate students working on software engineering prototypes.

Consequence of Error/Judgement

Poor performance will seriously impact the ability of the project to achieve its goal.  Continuance of project funding, community

alliances, industrial partnerships could all potentially be affected.

Qualifications

Undergraduate degree in Engineering or Applied Science.  M.Sc in Computer Science preferred.  A minimum of 5 years of experience

or the equivalent combination of education and experience.  Familiarity with specific technologies include Java, Eclipse, and

model-oriented software engineering methods and tooling is required.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10896

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Statistical Analysis

Classification Title: Statistical Analysis, Level A Business Title: Research Associate

Department:           Health Servcs & Plcy Res Ctr

Salary:   $51,099.00 -   $61,343.00 (Annual)

Full/Part Time:       Part-Time (50%)

Desired Start Date:   2011-08-01

Job End Date:         2012-07-31

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

Job Summary

The purpose of the job is to provide analytical and reporting expertise to the CPCSSN in BC.  This involves accessing the

BC-CPCSSN database, creating datasets for the purposes of analyses, conducting the analyses and reporting the results. The

incumbent is expected to have substantial  levels of health services and clinical epidemiological research expertise, as well as

statistical and data modeling skills. 

 

The workload will vary according to circumstances and the person will be expected to independently manage his or her time

effectively to take account of this variation.

Organizational Status

The person will report to the local Principal Investigators (PIs), Dr. Sabrina Wong and or Ruth Elwood Martin and be supervised

either PI. He she will be expected to work closely with the data manager. He or she will also work effectively with our CPCSSN

partners at UBC and other centres across the country.

Work Performed

Core Responsibilities Include: 

- Manages complex large datasets using a variety of software and languages, such as SAS programming language, to explore data

validity, develop research variables and conduct statistical analysis 

- Performs and interprets statistical data analysis 

- Identifies problems with data and suggests options to the Pis and data manager 

- Ensures the Canadian Primary Care Sentinel Surveillance Network  (CPCSSN) confidentiality, privacy and data security processes

are followed 

 

Other Responsibilities Include: 

- Assists the co-investigators with recruitment and maintenance with sentinel primary care providers, sentinel family physicians

and or primary health care practitioners 

- Undertakes general project co-ordination of the BC site by assisting with the development of work plans within the project's

timeline 

- Provide consultation or advice to sentinel providers on the research activities and analysis 
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- Travel to sentinel sites is required 

- Liaises with the national CPCSSN executive 

- Attends national CPCSSN meetings, telephone conferences and executive meetings on request 

- Contributes to research ethics approval procedures 

- Provides support for recruited physicians and or health care practitioners in BC (e.g. answers their questions or finds out the

answers to their questions related to this project, shows them how to better use the EMR fields, provides them with the most

current evidence on use of EMRs)

Supervision Received

Reports to the local Principal Investigators. Works in close collaboration with the data manager.

Supervision Given

N A

Consequence of Error/Judgement

Alerts the PIs to any unusual situations, which may affect the project, and keeps the PIs advised of problems that have arisen or

that can be anticipated. Errors could cause hardship to the project.

Qualifications

Post-graduate degree in Statistics.  Degree in a relevant discipline required. Candidates with an interest in epidemiology and

health services research related to primary care considered an asset. Higher degree in a relevant discipline preferred.  Minimum

of two years experience  in research analysis or the equivalent combination of education and experience.  Substantial experience

in statistics and data modeling required.  Ability to communicate effectively verbally and in writing. Ability to effectively use

statistical, spreadsheet, and word-processing programs (SAS, STATA, EXCEL, MS WORD preferred). Ability to determine the nature and

urgency of inquiries and issues, and triage appropriately. Ability to understand and perform complex statistical calculations.

Ability to analyze problems, identify key information and issues, and effectively resolve. Ability to be thorough, accurate, and

have a high level of attention to detail. Ability to work effectively independently and in a team environment. Must have

leadership skills. Flexibility for job related travel.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10886

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Development Office

Classification Title: Development Office, Level B Business Title: Development Coordinator, Athletics

Department:           Development Office

Salary:   $47,315.00 -   $56,799.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-06 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

To coordinate specific development related duties in support of the University's fundraising mandate.    

The Development Coordinator is responsible for providing program support to develop, implement and coordinate development programs

and services. This position is instrumental in the delivery of programs and services designed to facilitate a lifelong

relationship with UBC donors, alumni and students. Participates in on-going fundraising planning.

Organizational Status

Reports to: Associate Director of Development. 

 

Works with: UBC faculty and staff involved in fundraising 

 

Contacts:  Donors, outside community groups and organizations. 

 

Supervises:  No supervisory responsibilities

Work Performed

-	Prepares briefing notes, plans and reports for management, including analyzing research, drafting notes for review, developing

plans for approach of prospects, and preparing subsequent updates based on outcome of meetings; 

-	Supports the development and implementation of new unit initiatives that advance UBC`s strategic plan, Place and Promise; 

-	Writes donor prospect solicitation materials and correspondence;  

-	Researches and drafts fundraising proposals for senior management for presentation to donors; 

-	Ensures accuracy of  donor contact activity on donor and alumni database;  

-	Develops and maintains a deep understanding and expert use of the University's donor and alumni database; 

-	Ensures that appropriate donor recognition, acknowledgement and stewardship programs are in place; 

-	Reviews invitation lists for UBC donor events; 

-	Ensures processing of donor gifts, pledges and receipts; 

-	Develops unit analytical reports as requested by manager; 

-	Develops and maintains processes and procedures as needed; 

-	Participates in on-going fundraising planning and practice and process development; 
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-	Needs to accommodate flexible hours, attending events;  

-	Performs other related duties as required.

Supervision Received

Works under direction from manager to achieve objectives.  Work is reviewed for achievement of objectives, soundness of judgement

and quality of work.

Supervision Given

None.

Consequence of Error/Judgement

Programs conducted by the Development and Alumni Engagement portfolio on behalf of the University are very public.  The financial

and moral responsibility to the University and to donors is significant.  The interactions of this position with donors and others

external to the University can have serious implications for the Development and Alumni Engagement portfolio.  Poor judgement

could lead to the alienation of donors, embarrassment to UBC and its senior administration and can result in the loss of

significant financial support to the University.

Qualifications

Undergraduate degree in a relevant discipline.  .  Minimum of one year experience or the equivalent combination of education and

experience.  Experience:  Minimum one year experience in development or related field.  Ability to maintain accuracy and attention

to detail. Ability to communicate effectively verbally and in writing. Ability to work effectively independently and in a team

environment. Ability to analyze and interpret data, determine implications, and provide recommendations Ability to effectively use

computers at an intermediate level (e.g., Outlook, MS Word, MS Excel).

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10801

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Business Operations Mgmt

Classification Title: Business Operations, Level C Business Title: Alumni Services Manager, Cecil Green Park House

Department:           Alumni Association

Salary:   $51,099.00 -   $61,343.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-29 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

This individual's primary task is to manage venue rentals, marketing and related revenue-generating opportunities for Cecil Green

Park House. The facility, one of the Alumni Association's largest independent revenue streams, is a key contributor to enhancing

alumni engagement and delivering financial support to alumni programming. Specifically, this individual will: 

-	Develop a strategic multi-year business and marketing plan to increase revenue and alumni engagement in line with Alumni Affairs

and Alumni Association strategic plans, benchmarks and mission; 

-	With Senior Director, set and meet annual targets for revenue and engaged alumni; 

-	Manage financial and other resources related to Cecil Green Park program; 

-	Build strong relationships with external and internal business and campus partners to build awareness of the House and grow

secondary revenue streams.

Organizational Status

Reports directly to the Senior Director, Operations and Planning. Also works closely with other central and constituency-based

Alumni Affairs staff and  supports partnerships across DAE and the university. Liaises with all clients of Cecil Green including

alumni, the general public, corporations and representatives from the film industry. Primary relationship manager for Alumni

Affairs and Wescadia Catering; some interaction with UBC Plant Operations required.

Work Performed

-	Build and sustain a high-profile presence both on and off-campus for Cecil Green Park as a premier rental venue; 

-	Develop a strategic annual plan with eye to increasing booking and engagement activity and setting targets within internal and

external bookings; specifically launch of a day retreat strategy, filming plan, and Cecil Green precinct strategy; 

-	Build and sustain both formal agreements and informal partnerships with other businesses to enhance service and revenue

potential of Cecil Green 

-	Undertake joint venture projects to promote Cecil Green Park along with other campus units such as participation in bridal and

trade shows; 

-	Oversee development of all marketing materials for Cecil Green including website, video and photos, sales brochures, etc.; 

-	Design promotional plans to increase revenue from secondary sources such as catering, equipment rentals, and third-party service

advertising; 

-	Implement all administrative policies and procedures related to the rental of Cecil Green Park House, including booking policies
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and contracts; 

-	Prepare monthly, quarterly and annual statistical reports; 

-	Implement and maintain regular study of Cecil Green Park in comparable competitive market.  Recommend adjustments to rental

fees, where appropriate; 

-	Respond in timely manner to customer inquiries through phone, email and web inquiries; 

-	Schedule and conduct all viewings and tours of the premises; 

-	Maintain daily administrative system for accounting, confirmations, cancellation of rental fees with financial manager UBC

Catering proctors; 

-	Liaise with Wescadia Catering, Alumni Affairs, and UBC Plant Operations on booking activities; 

-	Coordinate booking needs for internal partners including Faculty Women's Club, Professor Emeriti, Alumni Relations Officers, and

constituency-based alumni staff; 

-	Liaise with regulatory bodies on SOCAN license fees and music copyright fees; 

-	Other related duties as assigned.

Supervision Received

Works under direction within established guidelines but is expected to resolve problems, demonstrate initiative and exercise

strong judgment. Work is evaluated against set performance expectations. Incumbent liaises with Senior Director for annual

planning so as to develop an approved annual business and marketing plan to integrate with that of Alumni Affairs; participates in

monthly reporting and team discussions with supervisor. On a daily basis, decisions made by the incumbent require a degree of

autonomy and responsibility.

Supervision Given

Role does not currently supervise other individuals; however, some supervision of students and or volunteers may be necessary to

complete projects.

Consequence of Error/Judgement

Errors may impact on the effectiveness of the office, image, reputation and credibility of the Alumni Association and the

University, and the financial resources of the Association.  The Alumni Services Manager, Cecil Green Park House, is expected to

exercise judgment, diplomacy and tact in all interactions associated with the function of this position.

Qualifications

Undergraduate degree in a relevant discipline.  Undergraduate degree in relevant discipline.  Diploma in Hotel Management,

Hospitality, Tourism, Event Management, preferred.  A minimum of 5 years of experience or the equivalent combination of education

and experience.  A minimum of 5 years of experience or the equivalent combination of education and experience. Prior experience in

the planning and implementation of events, with experience in budget development and control strongly preferred. Experience

working in hospitality industry or membership-based or fundraising organizations an asset.  Highly organized with excellent

communication and relationship management skills. Excellent time management skills for follow-up, ability to handle several

projects simultaneously, and meet timeline pressures. Attention to accuracy and details as well as dealing effectively with

sensitive confidential matters. Ability to communicate with partners and prospects with tact and diplomacy and in a highly

professional manner. Demonstrates initiative and a proactive approach. Effective interpersonal, verbal and written communications

skills. Ability to work independently and within a team environment without ongoing supervision. Financial skills necessary to

develop and manage budget. Sales-minded focus with proactive approach towards increasing revenue sources. A willingness to be

flexible with working hours, if necessary, to accommodate the schedules of 

potential clients. Intermediate computer skills with Windows 2000 or higher, Office XP Pro, email and internet. Ability to operate

the normal range of office equipment.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  123



UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10912

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level B Business Title: Student Dev. Coordinator, Chapman Learning Commons

Department:           Library - Chapman LrningCommon

Salary:   $43,809.00 -   $52,592.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-22

Job End Date:         2012-04-30 Possibility of Extension: Yes

Funding Type:         Funded by Multiple Sources

Other:                

Date Closed:          2011-08-08 Available Openings: 1

Job Summary

The Student Development Coordinator will be responsible for assisting in the development, implementation, and evaluation of

programs at the Chapman Learning Commons and for working in partnership with and for students to contribute to a positive living

and learning environment at the University of British Columbia.    

 

The Student Development Coordinator will be expected to be instrumental in the delivery of programs and services designed to

support a culture of learning, leadership, involvement, and service for students in the Chapman Learning Commons (CLC).  The

Student Development Coordinator will work with students, staff, faculty, and alumni in student organizations, student government

(AMS), faculty departments, the community, and with other student service areas to support student learning, leadership and career

development, and student involvement.  

 

The Student Development Coordinator will be expected to work in strong collaboration with the Student Development team, to both

lead and support teams of student staff and volunteers, and to work independently to complete assigned duties. 

 

Programs include Coordinating Peer Academic Coaching, Student Success workshops, liaising with CLASS, and with AMS Tutoring,

Writing Centre, Math Resource Centre and other service providers in the Chapman Learning Commons.

Organizational Status

The Student Development Coordinator is a member of the Chapman Learning Commons staff team and a member of the Student Development

team and will be supervised on a daily basis by the Assistant Director, Irving K. Barber Learning Centre for strategic Library

priorities, operational priorities and day to day issues.  This position will get strategic Student Development and Services

priorities and direction from the Associate Director Student Development (or designate) to ensure consistency in Student

Development practice across campus.

Work Performed

The Coordinator position will be responsible for assisting with the delivery of programs and services, specifically for the

Chapman Learning Commons, in the areas of student learning and academic support, learning technologies, leadership and involvement

that support and enhance student engagement.  Responsibilities include: 
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1.	Coordinate current student development programs and services in the Chapman Learning Commons designed to support student

learning.  Programs may include those developed in collaboration with Chapman Learning Commons Program Committee and UBC Library,,

the Chapman Learning Commons Assistant team, or other campus wide student development programs.  

 

Responsibilities may include: marketing; maintaining and enhancing collaboration with partners; developing system requirements and

managing aspects of logistical planning; developing action plans to achieve program targets and outcomes; and making

recommendations to improve future programs and services. 

 

2.	Work with the Learning Services Librarian, Chapman Learning Commons, in all aspects of the delivery of various programs and

activities designed to enhance the student experience. 

   

3.	Assist in building resources and program supports (both online and face to face) to support student learning and engagement,

with particular emphasis on learning support services offered in the Chapman Learning Commons and online at

learningcommons.ubc.ca.  Identify current gaps in the provision of resources and program supports and develop solutions.  

  

4.	Support and assist Chapman Learning Commons Assistants as they design and deliver programs and services, and work with the

Learning Services Librarian to co-supervise the student team at the Chapman Learning Commons Help Desk.    

 

5.	Designs and delivers training to Chapman Learning Commons Assistants, with particular emphasis on training related to new

technologies and Mac multimedia software. 

 

6.	Liaise with academic help centres (including the AMS tutoring service, math resource centre, chemistry support centre, writing

centre, etc) to facilitate student support and initiate new pathways of support 

 

7.	Participate on cross campus committees charged with responsibility for programs or initiatives to support student learning and

engagement.  Represent the views and perspectives of the Chapman Learning Commons and Student Development in a thoughtful and

clear way. 

 

8.	Provide clear communication to students, staff, faculty, parents and departments on the web and in print about Chapman Learning

Commons and Student Development programs and services. 

 

9.	Remain current in the literature and research in the field of Student Development and Learning Commons.  

 

10.	Perform other responsibilities as required.

Supervision Received

Working under the day to day direction of the Assistant Director, Irving K. Barber Learning Centre, closely with the Learning

Services Librarian, Chapman Learning Commons and as a member of both the Chapman Learning Commons team and the Student Development

team, the incumbent exercises resourcefulness in the coordination and delivery of programs. This position is expected to function

within clearly articulated priorities and objectives determined jointly by the Chapman Learning Commons and Student Development.

Work is jointly reviewed by Student Development and the Library for quality and effectiveness of results.

Supervision Given

May supervise or advise student staff or volunteers in the coordination and delivery of Student Development Programs.

Consequence of Error/Judgement

Errors in judgment may cause serious results and identifiable deterioration to faculty and student relations; reduce services;

cause embarrassment; increase event and program costs; and impact negatively the department's reputation and accountability with

organizations, students, faculty and staff. Decisions have an impact on the development of relationships both within the
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university and in external communities. Decisions affect the credibility of the Chapman Learning Commons and Student Development

programs and services, and hence the success of these initiatives university and community-wide.

Qualifications

Undergraduate degree in a relevant discipline.  Masters degree preferred.  Minimum of two years experience or the equivalent

combination of education and experience.  Preferrable related experience working either professionally or as a student in a

post-secondary environment in IT, program development or an equivalent combination of education, training, and experience

required.  Knowledge of the field of student development and related literature and research.  Supervisory experience also

preferred.  Demonstrated ability to work collaboratively with a variety of different stakeholders. A highly motivated, creative

person with outstanding critical thinking. Proven ability to envision and implement innovative programs and initiatives. Strong

technical skills, including experience with both PC and Mac platforms, web-based applications, and social networking tools in an

educational context. Proven ability to organize events, lead promotion activities, and coordinate and support student development

programs. Excellent communication, both verbal and written, interpersonal and problem-solving skills.  Ability to communicate well

in a cross-cultural environment. Ability to plan ahead, anticipate problems, and meet deadlines efficiently. Ability to lead

others and to function as an effective team member. Experience in designing and delivering training and developmental or

skill-building workshops. Ability to work flexible hours, including evenings and weekends.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10874

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level D Business Title: Dir of Graduate & Certificate Professional Program

Department:           Faculty of Law

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-03 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

The Director of Graduate and Certificate Professional Programs (DGCPP) is responsible for the vision, strategic planning and

development of professional graduate and certificate programs at the UBC Faculty of Law. As part of the Faculty's strategic plan

to enhance international enrollment, the DGCPP will be responsible for reviewing existing programs and developing new degree and

certificate programs that target professionals working in law and related fields.

Organizational Status

The DGCPP reports to the Associate Dean, Graduate Studies and Research, in the Faculty of Law on a strategic and operational

basis.  The DGCPP works closely and collaboratively with: 

- Other staff within the Faculty of Law, including the Communications Coordinator, the Career Services Office, the Director of

Admissions, and the Graduate Program Coordinator; 

- Other University-wide units including the Provost's office, Treasury, the Faculty of Graduate Studies, Enrolment Services,  and 

Student Financial Assistance and Awards; and 

- External organizations and professional bodies, including the National Committee on Accreditation, the Canadian Bar Association,

Continuing Legal Education of British Columbia, and the Law Society of British Columbia.

Work Performed

Major Responsibilities 

 

Program Research and Development  

The DGCPP will plan and develop graduate and certificate programs at the Faculty of Law that target professionals working in law

and related fields.  This will involve researching, analyzing, and reporting to the Dean and Associate Deans on market trends and

developments in legal education and practice,in order to provide strategic and tactical direction for the Faculty as it develops

professional programs that will build UBC's international profile and enhance the recruitment of international students.  Planning

for professional programs will involve working with external accreditation bodies (such as the Law Society of British Columbia and

the National Committee on Accreditation) where necessary.  Developing professional programs involves working with faculty members,

staff, and other University-wide units (including the Provost's office and Treasury) to apply University policies and procedures

and steer new programs through the approval process.  
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Program Implementation and Review 

Reporting directly to the Associate Dean of Graduate Studies and Research, the DGCPP manages all aspects of the professional

graduate degrees and certificate programs at the Faculty of Law. The DGCPP will be responsible for reviewing and reporting on

existing programs and initiatives (including international recruitment activities) taking into account external market trends,

faculty and university expectations and student satisfaction.  

 

Promotion and Recruitment 

The DGCPP works with the unit's Communications Coordinator to position, brand, and market professional graduate and certificate

programs.  He or she is responsible for the development and implementation of recruitment strategies by identifying key markers to

build law school recognition, meet enrolment targets and further strengthen the international diversity of the student body.  The

DGCPP liaises and develops relationships and or partnerships with other law schools to expand the networks and opportunities for

professional programs and for the Law Faculty.  

 

The DGCPP will be responsible for developing and delivering a range of public presentations about the professional graduate degree

and certificate programs at other campuses to further support and enhance the University's international recruitment goals.  

 

Student advising component 

The DGCPP is responsible for providing academic advice to students in the professional graduate degree and certificate programs.

This includes matters of program and course selection, as well as general advice about Faculty and University services and

programs.

Supervision Received

The DGCPP works independently within the mandate of the position, reporting directly to the Associate Dean of Graduate Studies and

Research. The DGCPP also works closely and cooperatively with other faculty and staff within Law, as well as UBC to meet the goals

and objectives of the Faculty's strategic plan.  The DGCPP must exercise initiative, diplomacy, tact, resourcefulness and sound

judgment when representing the University.  The DGCPP must also exercise cross-cultural sensitivity and intercultural skills when

developing and delivering presentations and advising services for students having different linguistic and cultural backgrounds.

Finally, the DGCPP must employ tact and diplomacy in interactions with students and their parents, with counselors and

institutional representatives, as well as with faculty, staff and students at UBC.  The position is subject to annual performance

reviews.

Supervision Given

May supervise recruitment activities conducted through the UBC Asia Pacific Regional Office on behalf of the Faculty of Law, as

required.

Consequence of Error/Judgement

This position is responsible for providing direction to the unit to achieve overall program goals, balance short-term needs with

complex policy priorities and long term school objectives.  The incumbent is also responsible for developing and ensuring the

delivery of high quality programs. The DGCPP will represent the Faculty of Law to the professional community and in many different

international settings.,.  The DGCPP is responsible for generating a portion of the Faculty's tuition revenue. All these tasks

involve conveying accurate and current information to the Dean, Associate Deans, other faculty members and prospective students.

The dissemination of inaccurate information, exercise of poor judgment, or miscommunication could have a significant negative

impact on the reputation of the Faculty, on Faculty revenue, and on the Faculty's ability to attract qualified students. This

would reduce the confidence in UBC by the legal community, with prospective students, and could damage the University's reputation

abroad and at home.  An inability to foster good working relationships with both internal and external partners could undermine

the University's ability to meet its international student enrolment goals and could damage the University's reputation in British

Columbia and elsewhere. Providing incorrect advice to prospective applicants and to students could have serious and costly

consequences for those applicants and students.
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Qualifications

Undergraduate degree in a relevant discipline.  Preferred J.D. or graduate level degree in law, marketing, management,

communications, or program development, plus a minimum of four years of related experience, preferably in a post-secondary setting

or equivalent combination of education and experience.  Working knowledge of professional accreditation in law or requirements for

licensing is desirable.  Minimum of four years experience or the equivalent combination of education and experience.  The DGCPP is

expected to represent the school in a sophisticated, substantive manner to many of its external and internal constituents,

including the legal community, alumni, and other institutions.  The DGCPP must be highly knowledgeable about relevant aspects of

the University and the Faculty's students, faculty, programs, and curriculum.  The DGCPP must have strong interpersonal skills and

ability to deal with poised, diplomatic, and articulate in dealing with highly educated and demanding clientele (faculty and

students).  Experience planning, implementing and coordinating educational programs at a post-secondary level would be an asset.

Demonstrated ability to exercise resourcefulness and take initiative but also to work effectively as a member of a team The DGCPP

must have demonstrated ability in preparing and presenting persuasive presentations and the ability to communicate effectively

orally and in writing. Extensive knowledge of UBC academic programs, admissions requirements and student administration an asset

as well as the goals and mission of the Faculty of Law. The DGCPP must possess strong computer skills and ability to use data for

analytical purposes as well as a demonstrated proficiency using multimedia presentation software and other presentation

applications such as PowerPoint.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.

The University of British Columbia
 

Staff Job Postings
________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Page No.  130



 

Job Posting

Job ID:               10910

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level D Business Title: Go Global Advisor, Study & Research Abroad (SARA)

Department:           Go Global: Internl Lrng Prog

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-08 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

Go Global, a systems-wide program, provides international learning opportunities for UBC and partner university students. UBC

graduate and undergraduate students have the opportunity to study, research, complete internships, co-op placements and service

learning placements around the world and learn from incoming partner students at UBC.  Partner university students have an

opportunity to studies and or research at UBC via student mobility partnerships.  Working with UBC academic programs, Go Global

creates partnerships with post-secondary organizations, non-government agencies and communities to provide these opportunities. 

Go Global SARA Advisor manages established learning opportunities with UBC academic programs through partner universities,

develops learning curriculum, facilitates co-curricular workshops and advises students participating in international study,

research and co-op, clinical or practicum placements. The SARA Advisor specializes in working with either incoming or outgoing

students or with both populations. In addition the SARA Advisor represents Go Global on university project teams and committees.

The SARA Advisor will have strong project management and educator skills, and be an exceptional communicator in a complex network

of partners and UBC faculties. 

Office at International House (UBC V) or University Centre (UBC O). Evening and weekend work, and international travel may be

required.

Organizational Status

The Go Global SARA Advisor is a member of the Go Global: International Learning Programs unit in Student 

Development and Services. The incumbent interacts closely with UBC faculty, UBC students and students from partner universities,

departmental and academic advising staff, enrollment services and student affairs staff at both campuses as well as student

mobility and academic staff at partner universities.

Work Performed

1. Program Development and Management 

- Works with UBC academic units to identify academic pathways to integrate study and research abroad learning experiences into UBC

academic programs; determining opportunity, approach and process. 

- Works with UBC academic units to establish the value and viability of international learning experiences for students. 

- Provides annual review and assessment of student needs, learning outcomes and general trends to the program partners and

stakeholders. 
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- Participates in the evaluation of UBC policy impacting international learning programs. 

- Makes decisions with and recommendations to UBC academic programs and Student Development and Services units about international

learning opportunities and support to students 

- Provides information to Manager and academic units on the on-going suitability of university partners based on experience with

partner and students 

- Develops network within Faculties and across campus units to ensure that students get consistent and accurate information about

study and overall learning experience 

2. Curriculum Development 

- Development of co-curricular modules for pre-learning sessions, mid-point and return programs with coordinated collaboration of

all project stakeholders 

- Development of student leadership, learning and transition, transfer of academic or co-curricular credit programs 

- Facilitation of co-curricular sessions and works with UBC Faculty, as appropriate, in courses. 

- Assessment of learning outcomes through the delivered curriculum 

- Establishing learning objectives for each program 

- Facilitation of assessment and evaluation tools for students, UBC staff and faculty. 

- Ongoing communication with all stakeholders regarding the logistical and learning program elements 

- Negotiation and follow through on key dates and timelines 

- Working with student-led approach to programming 

3. Advising: 

- Advises students on suitability of program options in consideration of their academic program focus and learning goals 

- Supports students prior, during and post exchange vis-a-vis learning goals, safety, wellness, citizenship and culture. 

- Documents opportunities for students, including partner and discipline-specific information, awards, scholarships, heath

insurance, immigration, housing and safety. 

- Ensures that information about the program is current and appropriately positioned to the different audiences including faculty,

staff and students at UBC and partner universities 

- Assist students in crisis and or facing complex situations including appeals, problems with cultural transition, mental health,

family emergencies, accessing health care and insurance, academic concession; and refers as appropriate. 

- Liaises and advocates with UBC staff, faculty and partner universities on behalf of students. 

- Recruits potential participants through presentations, information fairs and marketing materials 

4. Admissions and Course Program Registration: 

- Manages selection and admission process for incoming students according to UBC admissions policy and UBC department capacity and

policy 

- Manages selection and acceptance process for outgoing students according to Go Global, UBC academic program and partner

universities admission policies. 

- Negotiation of space and registration of students into courses with limited capacity; and the documentation of program and

faculty restrictions. Advises partners and students accordingly. 

- Leads annual review of exchange admissions procedures and makes recommendations on current policy to the Manager and academic

units. 

- Reports annually on student activity and performance in program. 

5. Coordination of Awards and Financial Support 

- Liaison with Student Financial Assistance and Awards and external funding agencies 

- Participate in adjudication committees in the selection of students for awards 

- Maintenance of information on financial awards and assistance available through the programs 

6. Administration 

- Supervision of student staff: priorities, schedules, defines student roles and hires student staff 

- Management of student participant and program opportunity information on the Go Global database. 

- Creation and maintenance of operational manual for SARA procedures 

- Development and tracking of project-specific budgets 

- Represents Go Global SARA on university project teams and committees

Supervision Received
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Reports to Manager, Study and Research Abroad. The incumbent exercises judgment and innovation in advising, working with partners

and UBC community and in student development programming.

Supervision Given

Will manage student staff and volunteers on various projects. Works collaboratively with other Go Global staff and Advisors within

the university. Responsible for timely evaluation of student staff. Provides direction to Student and International Programs

Support staff. Will provide input into evaluation of Go Global staff.

Consequence of Error/Judgement

Error will have a strong negative effect on student experience, faculty partnerships and UBC's ability to maintain high

performance international relationships with outstanding universities. Incorrect or incomplete information and or inappropriate

communication with UBC departments will significantly damage Go Global: International Learning Programs, capacity to meet UBC

strategic targets for international engagement and student learning and student opportunity, including student finances and delay

of graduation.

Qualifications

Undergraduate degree in a relevant discipline.  Preferably completion of a degree in International Education or equivalent. A

Master's degree 

would be considered an asset.  Minimum of four years experience or the equivalent combination of education and experience.  -Four

years of experience in an educational setting or the equivalent. 

-Demonstrated experience developing student programs in partnership with academic units and providing advice to 

students required. Experience in student mobility would be considered an asset. 

-Demonstrated experience in project management with strong administrative and office management skills. 

-Demonstrated curriculum development and facilitation skills. 

-Knowledge of learning outcomes and ability to analyze and report on program data. 

-Knowledge of computer office and educational software and willingness to learn to use new systems. 

-Proficiency in more than one language would be considered an asset.  Interpersonal skills and cross cultural sensitivity. 

Ability to use these skills and sensitivity in working with students, staff, faculty and university partners throughout all 

stages of the program. Communication skills (listening, written and verbal), to effect positive student placement relations,

facilitation and negotiation skills, organization and time management, and presentation skills. Ability to communicate credibly

and persuasively with University personnel and members of the external public. Excellent judgment and decisionmaking skills to

allow the assessment of needs, available resources and capabilities to resolve issues. Excellent computer skills and willingness

to learn to use new systems. Professional attitude, demonstration of integrity, confidentiality and excellent work ethic. Ability

to manage the complexity inherent within a multi-faceted work environment focused on broad outcomes for participants. Critical

thinking and analytical skills. Understanding of the pedagogical value, theoretical and practical issues involved in international

learning placements; ability to apply this understanding in the placement context. Proven expertise in designing and delivering

educational workshops and information sessions. Ability to work as part of a team on projects as a member who will take initiative

and support others in their initiatives.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10911

Location:             Kelowna - UBC Okanagan

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level D Business Title: Go Global Advisor, Study & Research Abroad (SARA)

Department:           UBCO-Student Develop.&Advising

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-08 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

Go Global, a systems-wide program, provides international learning opportunities for UBC and partner university students. UBC

graduate and undergraduate students have the opportunity to study, research, complete internships, co-op placements and service

learning placements around the world and learn from incoming partner students at UBC.  Partner university students have an

opportunity to studies and or research at UBC via student mobility partnerships.  Working with UBC academic programs, Go Global

creates partnerships with post-secondary organizations, non-government agencies and communities to provide these opportunities. 

Go Global SARA Advisor manages established learning opportunities with UBC academic programs through partner universities,

develops learning curriculum, facilitates co-curricular workshops and advises students participating in international study,

research and co-op, clinical or practicum placements. The SARA Advisor specializes in working with either incoming or outgoing

students or with both populations. In addition the SARA Advisor represents Go Global on 

university project teams and committees. The SARA Advisor will have strong project management and educator skills, and be an

exceptional communicator in a complex network of partners and UBC faculties. 

Office at International House (UBC V) or University Centre (UBC O). Evening and weekend work, and international travel may be

required.

Organizational Status

The Go Global SARA Advisor is a member of the Go Global: International Learning Programs unit in Student 

Development and Services. The incumbent interacts closely with UBC faculty, UBC students and students from partner universities,

departmental and academic advising staff, enrollment services and student affairs staff at both campuses as well as student

mobility and academic staff at partner universities.

Work Performed

1. Program Development and Management 

- Works with UBC academic units to identify academic pathways to integrate study and research abroad learning experiences into UBC

academic programs; determining opportunity, approach and process. 

- Works with UBC academic units to establish the value and viability of international learning experiences for students. 

- Provides annual review and assessment of student needs, learning outcomes and general trends to the program partners and

stakeholders. 
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- Participates in the evaluation of UBC policy impacting international learning programs. 

- Makes decisions with and recommendations to UBC academic programs and Student Development and Services units about international

learning opportunities and support to students 

- Provides information to Manager and academic units on the on-going suitability of university partners based on experience with

partner and students 

- Develops network within Faculties and across campus units to ensure that students get consistent and accurate information about

study and overall learning experience 

2. Curriculum Development 

- Development of co-curricular modules for pre-learning sessions, mid-point and return programs with coordinated collaboration of

all project stakeholders 

- Development of student leadership, learning and transition, transfer of academic or co-curricular credit programs 

- Facilitation of co-curricular sessions and works with UBC Faculty, as appropriate, in courses. 

- Assessment of learning outcomes through the delivered curriculum 

- Establishing learning objectives for each program 

- Facilitation of assessment and evaluation tools for students, UBC staff and faculty. 

- Ongoing communication with all stakeholders regarding the logistical and learning program elements 

- Negotiation and follow through on key dates and timelines 

- Working with student-led approach to programming 

3. Advising: 

- Advises students on suitability of program options in consideration of their academic program focus and learning goals 

- Supports students prior, during and post exchange vis-a-vis learning goals, safety, wellness, citizenship and culture. 

- Documents opportunities for students, including partner and discipline-specific information, awards, scholarships, heath

insurance, immigration, housing and safety. 

- Ensures that information about the program is current and appropriately positioned to the different audiences including faculty,

staff and students at UBC and partner universities 

- Assist students in crisis and or facing complex situations including appeals, problems with cultural transition, mental health,

family emergencies, accessing health care and insurance, academic concession; and refers as appropriate. 

- Liaises and advocates with UBC staff, faculty and partner universities on behalf of students. 

- Recruits potential participants through presentations, information fairs and marketing materials 

4. Admissions and Course Program Registration: 

- Manages selection and admission process for incoming students according to UBC admissions policy and UBC department capacity and

policy 

- Manages selection and acceptance process for outgoing students according to Go Global, UBC academic program and partner

universities admission policies. 

- Negotiation of space and registration of students into courses with limited capacity; and the documentation of program and

faculty restrictions. Advises partners and students accordingly. 

- Leads annual review of exchange admissions procedures and makes recommendations on current policy to the Manager and academic

units. 

- Reports annually on student activity and performance in program. 

5. Coordination of Awards and Financial Support 

- Liaison with Student Financial Assistance and Awards and external funding agencies 

- Participate in adjudication committees in the selection of students for awards 

- Maintenance of information on financial awards and assistance available through the programs 

6. Administration 

- Supervision of student staff: priorities, schedules, defines student roles and hires student staff 

- Management of student participant and program opportunity information on the Go Global database. 

- Creation and maintenance of operational manual for SARA procedures 

- Development and tracking of project-specific budgets 

- Represents Go Global SARA on university project teams and committees

Supervision Received
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Reports to Manager, Study and Research Abroad. The incumbent exercises judgment and innovation in advising, working with partners

and UBC community and in student development programming.

Supervision Given

Will manage student staff and volunteers on various projects. Works collaboratively with other Go Global staff and Advisors within

the university. Responsible for timely evaluation of student staff. Provides direction to Student and International Programs

Support staff. Will provide input into evaluation of Go Global staff.

Consequence of Error/Judgement

Error will have a strong negative effect on student experience, faculty partnerships and UBC's ability to maintain high

performance international relationships with outstanding universities. Incorrect or incomplete information and or inappropriate

communication with UBC departments will significantly damage Go Global: International Learning Programs, capacity to meet UBC

strategic targets for international engagement and student learning and student opportunity, including student finances and delay

of graduation.

Qualifications

Undergraduate degree in a relevant discipline.  Preferably completion of a degree in International Education or equivalent. A

Master's degree would be considered an asset.  Minimum of four years experience or the equivalent combination of education and

experience.  -Four years of experience in an educational setting or the equivalent. 

-Demonstrated experience developing student programs in partnership with academic units and providing advice to 

students required. Experience in student mobility would be considered an asset. 

-Demonstrated experience in project management with strong administrative and office management skills. 

-Demonstrated curriculum development and facilitation skills. 

-Knowledge of learning outcomes and ability to analyze and report on program data. 

-Knowledge of computer office and educational software and willingness to learn to use new systems. 

-Proficiency in more than one language would be considered an asset.  Interpersonal skills and cross cultural sensitivity. 

Ability to use these skills and sensitivity in working with students, staff, faculty and university partners throughout all 

stages of the program. Communication skills (listening, written and verbal), to effect positive student placement relations,

facilitation and negotiation skills, organization and time management, and presentation skills. Ability to communicate credibly

and persuasively with University personnel and members of the external public. Excellent judgment and decisionmaking skills to

allow the assessment of needs, available resources and capabilities to resolve issues. Excellent computer skills and willingness

to learn to use new systems. Professional attitude, demonstration of integrity, confidentiality and excellent work ethic. Ability

to manage the complexity inherent within a multi-faceted work environment focused on broad outcomes for participants. Critical

thinking and analytical skills. Understanding of the pedagogical value, theoretical and practical issues involved in international

learning placements; ability to apply this understanding in the placement context. Proven expertise in designing and delivering

educational workshops and information sessions. Ability to work as part of a team on projects as a member who will take initiative

and support others in their initiatives.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10899

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level D Business Title: Career Educator

Department:           Career Services

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-22 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

Job Summary

Develops, delivers and evaluates in-person and web-based career development and work search programs, events, workshops and

resources for UBC international and domestic undergraduate and graduate students and alumni - this position serves learners within

the university's diverse student populations. Designs, delivers and evaluates programs and services to support student learning

and to promote student engagement in career development activities and connect students with the workplace community. Develops and

maintains relationships with campus partners, including UBC faculty and department representatives and student groups, to design,

deliver and evaluate customized workshops, events, programs and resources.  Provides individual career advising to students and

alumni.  Markets career services to students and alumni. Collaborates with UBC partners to grow mentorship programs within the

university and establish career development principles within these programs.

Organizational Status

Reports to the Associate Director, Career Development with Career Services.  Works in collaboration with UBC faculties and

departments, Student Development and Services, Enrolment Services, and student organizations.  Externally, develops and maintains

relationships with current and prospective employers that build resources and programs to support undergraduate and graduate

career development and learning.  Supervises and trains student staff and volunteers.  Assists with training and supervision of

support staff and training of new advisors, coordinators and consultants within UBC Career Services.

Work Performed

-	Designs, delivers and evaluates career programs and resources, both face-to-face and online (through social media, Wiki,

Wordpress, and Blackboard platforms), based on up-to-date  leading edge practices within the fields of career development and

student affairs. 

-	Develops and facilitates workshops for students and alumni on a variety of  career related topics including career exploration,

resumes, networking, job search strategies, interviewing skills, mentoring programs, workplace professional skills etc. 

-	Develops strategies and implements and evaluates initiatives to engage students in the career development process via new media

channels.  This could include production and maintenance of podcasts, blogs, newsletters, social networking channels, websites,

and other web-based resources and tools.   

-	Provides career advising to UBC students and alumni.  Coaches and advises students on a variety of career development and work

search issues including, career exploration, researching the labour market, choosing a major of study, gaining work and volunteer

experience, resumes, CVs, job and professional school interviews, networking and connecting to the workplace community. 
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-	Collaborates with faculty-based partners to develop and evaluate customized events and programs for their students and alumni.

This includes planning and designing the program(s), promotion, coordinating faculty or industry participation, and coordinating

the involvement of other Career Services and Student Services staff.  These events may include career fairs, Career Expos, Speaker

Series, departmental career majors events, web resources, peer mentoring groups, workshops etc.. 

-	Leads and participates in projects to develop and implement a variety of career initiatives - both face to face and via the web.

 Works in collaboration with multiple stakeholders to set project goals, timelines, scope, processes, manage communication among

project participants, identify obstacles, plan and chair meetings, track timelines, evaluate outcomes etc. 

-	Maintains and builds relationships with employers and other members of workplace community that build resources and programs to

support undergraduate and graduate career development and learning.  In collaboration with the Employer Relations Team, initiates

connections with visiting employers at career fairs, information sessions, mentoring events, and workshops. 

-	Builds and maintains opportunities for students to connect with and learn from employers and other members of workplace

community.  For example: invites and prepares employers (e.g. recruiters, HR managers) and professional association members, who

are subject matter experts, to participate in career development programs. 

-	Participates in evaluation of career programs and services.  Collects and records statistical information and feedback using

tools such as Symplicity, Vovici and Excel. Analyzes, documents and reports results, integrates suggestions and improvements into

programs and services.  

-	Assists in marketing and promotion of Career Services programs to students, alumni, faculty, academic departments, and the

workplace community. 

-	Contributes to strategic planning process for the unit and setting of team goals and priorities.  Assists in planning,

scheduling and coordinating the activities of Career Education Team. 

-	Assists in training of Peer Educators. 

-	Needs to accommodate flexible hours, attending events, delivering workshops or providing training evenings and weekends. 

-	Undertakes other Career Services or Student Services activities as required.

Supervision Received

Keeps UBC Career Services informed through frequent formal and informal sessions. 

The incumbent acts independently often without direct supervision but within established guidelines.  The incumbent must exercise

initiative and sound judgment in making decisions and planning and executing career services and programs.  Must demonstrate tact

in dealing with faculty, staff, students, alumni and the public.  Works in close cooperation with the Associate Director, Career

Development,  and other Career Services and Student Services staff, keeping the Associate Director, Career Development, informed

through informal and formal sessions.

Supervision Given

May train and supervise support staff, student assistants and volunteers.  Assists in training of new management and professional

staff in Career Services.

Consequence of Error/Judgement

Consequences of decisions can affect future career management and may affect employment outcomes for students. Ineffective

recruitment advice would have a serious negative impact on relationships with UBC students, faculty and departments, and

employers.  Dissatisfied prospective students and or alumni would contribute to poor public relations for the University, which in

turn would have a negative effect on the University's ability to raise funds and recruit outstanding prospective students.

Qualifications

Undergraduate degree in a relevant discipline.  Minimum of a Bachelor's degree required. Graduate degree an asset.  Minimum of

four years experience or the equivalent combination of education and experience.  Four or more years experience in career

services, university college student affairs, human resources, business or related field.   

Four or more years experience working with faculty, students and staff in a post-secondary institution desirable. 

Experience advising and instructing clients on a variety of career development and work search issues such as career exploration,
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resumes, networking, interviews, labour market information etc. 

Experience creating and delivering career and work search instructional workshops. 

Strong presentation and public speaking skills. 

Experience in using web-based platforms and instructional technology to teach and engage students in career development issues

desirable. 

Proven competence in planning and conducting programs and special events.  Excellent interpersonal and communication skills.

Experience leading and participating in projects involving multiple stakeholders. Supervisory experience. Strong time management

and organizational skills. Excellent computer skills - proficient in full suite of MS Office tools.  Experience with social

software and networking applications such as blogs (Wordpress and Drupal), podcasts, wiki's, YouTube, Facebook, Twitter, LinkedIn

google docs etc, are assets. Certification in MBTI, True Colours, StrengthFinder, or other human capital assessment tools is an

asset. Ability to work collaboratively in a team environment and to work effectively with all levels of University personnel.

Knowledge of graduate student career development an asset. Experience working one-on-one with and delivering workshops for

graduate students an asset. Some evening and weekend work required.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10914

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level D Business Title: Go Global Advisor, Study & Research Abroad (SARA)

Department:           Go Global: Internl Lrng Prog

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-08 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

Go Global, a systems-wide program, provides international learning opportunities for UBC and partner university students. UBC

graduate and undergraduate students have the opportunity to study, research, complete internships, co-op placements and service

learning placements around the world and learn from incoming partner students at UBC.  Partner university students have an

opportunity to studies and or research at UBC via student mobility partnerships.  Working with UBC academic programs, Go Global

creates partnerships with post-secondary organizations, non-government agencies and communities to provide these opportunities. 

Go Global SARA Advisor manages established learning opportunities with UBC academic programs through partner universities,

develops learning curriculum, facilitates co-curricular workshops and advises students participating in international study,

research and co-op, clinical or practicum placements. The SARA Advisor specializes in working with either incoming or outgoing

students or with both populations. In addition the SARA Advisor represents Go Global on 

university project teams and committees. The SARA Advisor will have strong project management and educator skills, and be an

exceptional communicator in a complex network of partners and UBC faculties. 

Office at International House (UBC V) or University Centre (UBC O). Evening and weekend work, and international travel may be

required.

Organizational Status

The Go Global SARA Advisor is a member of the Go Global: International Learning Programs unit in Student 

Development and Services. The incumbent interacts closely with UBC faculty, UBC students and students from partner universities,

departmental and academic advising staff, enrollment services and student affairs staff at both campuses as well as student

mobility and academic staff at partner universities.

Work Performed

1. Program Development and Management 

- Works with UBC academic units to identify academic pathways to integrate study and research abroad learning experiences into UBC

academic programs; determining opportunity, approach and process. 

- Works with UBC academic units to establish the value and viability of international learning experiences for students. 

- Provides annual review and assessment of student needs, learning outcomes and general trends to the program partners and

stakeholders. 
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- Participates in the evaluation of UBC policy impacting international learning programs. 

- Makes decisions with and recommendations to UBC academic programs and Student Development and Services units about international

learning opportunities and support to students 

- Provides information to Manager and academic units on the on-going suitability of university partners based on experience with

partner and students 

- Develops network within Faculties and across campus units to ensure that students get consistent and accurate information about

study and overall learning experience 

2. Curriculum Development 

- Development of co-curricular modules for pre-learning sessions, mid-point and return programs with coordinated collaboration of

all project stakeholders 

- Development of student leadership, learning and transition, transfer of academic or co-curricular credit programs 

- Facilitation of co-curricular sessions and works with UBC Faculty, as appropriate, in courses. 

- Assessment of learning outcomes through the delivered curriculum 

- Establishing learning objectives for each program 

- Facilitation of assessment and evaluation tools for students, UBC staff and faculty. 

- Ongoing communication with all stakeholders regarding the logistical and learning program elements 

- Negotiation and follow through on key dates and timelines 

- Working with student-led approach to programming 

3. Advising: 

- Advises students on suitability of program options in consideration of their academic program focus and learning goals 

- Supports students prior, during and post exchange vis-a-vis learning goals, safety, wellness, citizenship and culture. 

- Documents opportunities for students, including partner and discipline-specific information, awards, scholarships, heath

insurance, immigration, housing and safety. 

- Ensures that information about the program is current and appropriately positioned to the different audiences including faculty,

staff and students at UBC and partner universities 

- Assist students in crisis and or facing complex situations including appeals, problems with cultural transition, mental health,

family emergencies, accessing health care and insurance, academic concession; and refers as appropriate. 

- Liaises and advocates with UBC staff, faculty and partner universities on behalf of students. 

- Recruits potential participants through presentations, information fairs and marketing materials 

4. Admissions and Course Program Registration: 

- Manages selection and admission process for incoming students according to UBC admissions policy and UBC department capacity and

policy 

- Manages selection and acceptance process for outgoing students according to Go Global, UBC academic program and partner

universities admission policies. 

- Negotiation of space and registration of students into courses with limited capacity; and the documentation of program and

faculty restrictions. Advises partners and students accordingly. 

- Leads annual review of exchange admissions procedures and makes recommendations on current policy to the Manager and academic

units. 

- Reports annually on student activity and performance in program. 

5. Coordination of Awards and Financial Support 

- Liaison with Student Financial Assistance and Awards and external funding agencies 

- Participate in adjudication committees in the selection of students for awards 

- Maintenance of information on financial awards and assistance available through the programs 

6. Administration 

- Supervision of student staff: priorities, schedules, defines student roles and hires student staff 

- Management of student participant and program opportunity information on the Go Global database. 

- Creation and maintenance of operational manual for SARA procedures 

- Development and tracking of project-specific budgets 

- Represents Go Global SARA on university project teams and committees

Supervision Received
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Reports to Manager, Study and Research Abroad. The incumbent exercises judgment and innovation in advising, working with partners

and UBC community and in student development programming.

Supervision Given

Will manage student staff and volunteers on various projects. Works collaboratively with other Go Global staff and Advisors within

the university. Responsible for timely evaluation of student staff. Provides direction to Student and International Programs

Support staff. Will provide input into evaluation of Go Global staff.

Consequence of Error/Judgement

Error will have a strong negative effect on student experience, faculty partnerships and UBC's ability to maintain high

performance international relationships with outstanding universities. Incorrect or incomplete information and or inappropriate

communication with UBC departments will significantly damage Go Global: International Learning Programs, capacity to meet UBC

strategic targets for international engagement and student learning and student opportunity, including student finances and delay

of graduation.

Qualifications

Undergraduate degree in a relevant discipline.  Preferably completion of a degree in International Education or equivalent. A

Master's degree would be considered an asset.  Minimum of four years experience or the equivalent combination of education and

experience.  -Four years of experience in an educational setting or the equivalent. 

-Demonstrated experience developing student programs in partnership with academic units and providing advice to 

students required. Experience in student mobility would be considered an asset. 

-Demonstrated experience in project management with strong administrative and office management skills. 

-Demonstrated curriculum development and facilitation skills. 

-Knowledge of learning outcomes and ability to analyze and report on program data. 

-Knowledge of computer office and educational software and willingness to learn to use new systems. 

-Proficiency in more than one language would be considered an asset.  Interpersonal skills and cross cultural sensitivity. 

Ability to use these skills and sensitivity in working with students, staff, faculty and university partners throughout all 

stages of the program. Communication skills (listening, written and verbal), to effect positive student placement relations,

facilitation and negotiation skills, organization and time management, and presentation skills. Ability to communicate credibly

and persuasively with University personnel and members of the external public. Excellent judgment and decisionmaking skills to

allow the assessment of needs, available resources and capabilities to resolve issues. Excellent computer skills and willingness

to learn to use new systems. Professional attitude, demonstration of integrity, confidentiality and excellent work ethic. Ability

to manage the complexity inherent within a multi-faceted work environment focused on broad outcomes for participants. Critical

thinking and analytical skills. Understanding of the pedagogical 

value, theoretical and practical issues involved in international learning placements; ability to apply this understanding in the

placement context. Proven expertise in designing and delivering educational workshops and information sessions. Ability to work as

part of a team on projects as a member who will take initiative and support others in their initiatives.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10913

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level D Business Title: Go Global Advisor, Study & Research Abroad (SARA)

Department:           Go Global: Internl Lrng Prog

Salary:   $55,187.00 -   $66,252.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-08 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

Go Global, a systems-wide program, provides international learning opportunities for UBC and partner university students. UBC

graduate and undergraduate students have the opportunity to study, research, complete internships, co-op placements and service

learning placements around the world and learn from incoming partner students at UBC.  Partner university students have an

opportunity to studies and or research at UBC via student mobility partnerships.  Working with UBC academic programs, Go Global

creates partnerships with post-secondary organizations, non-government agencies and communities to provide these opportunities. 

Go Global SARA Advisor manages established learning opportunities with UBC academic programs through partner universities,

develops learning curriculum, facilitates co-curricular workshops and advises students participating in international study,

research and co-op, clinical or practicum placements. The SARA Advisor specializes in working with either incoming or outgoing

students or with both populations. In addition the SARA Advisor represents Go Global on university project teams and committees.

The SARA Advisor will have strong project management and educator skills, and be an exceptional communicator in a complex network

of partners and UBC faculties. 

Office at International House (UBC V) or University Centre (UBC O). Evening and weekend work, and international travel may be

required.

Organizational Status

The Go Global SARA Advisor is a member of the Go Global: International Learning Programs unit in Student 

Development and Services. The incumbent interacts closely with UBC faculty, UBC students and students from partner universities,

departmental and academic advising staff, enrollment services and student affairs staff at both campuses as well as student

mobility and academic staff at partner universities.

Work Performed

1. Program Development and Management 

- Works with UBC academic units to identify academic pathways to integrate study and research abroad learning experiences into UBC

academic programs; determining opportunity, approach and process. 

- Works with UBC academic units to establish the value and viability of international learning experiences for students. 

- Provides annual review and assessment of student needs, learning outcomes and general trends to the program partners and

stakeholders. 
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- Participates in the evaluation of UBC policy impacting international learning programs. 

- Makes decisions with and recommendations to UBC academic programs and Student Development and Services units about international

learning opportunities and support to students 

- Provides information to Manager and academic units on the on-going suitability of university partners based on experience with

partner and students 

- Develops network within Faculties and across campus units to ensure that students get consistent and accurate information about

study and overall learning experience 

2. Curriculum Development 

- Development of co-curricular modules for pre-learning sessions, mid-point and return programs with coordinated collaboration of

all project stakeholders 

- Development of student leadership, learning and transition, transfer of academic or co-curricular credit programs 

- Facilitation of co-curricular sessions and works with UBC Faculty, as appropriate, in courses. 

- Assessment of learning outcomes through the delivered curriculum 

- Establishing learning objectives for each program 

- Facilitation of assessment and evaluation tools for students, UBC staff and faculty. 

- Ongoing communication with all stakeholders regarding the logistical and learning program elements 

- Negotiation and follow through on key dates and timelines 

- Working with student-led approach to programming 

3. Advising: 

- Advises students on suitability of program options in consideration of their academic program focus and learning goals 

- Supports students prior, during and post exchange vis-a-vis learning goals, safety, wellness, citizenship and culture. 

- Documents opportunities for students, including partner and discipline-specific information, awards, scholarships, heath

insurance, immigration, housing and safety. 

- Ensures that information about the program is current and appropriately positioned to the different audiences including faculty,

staff and students at UBC and partner universities 

- Assist students in crisis and or facing complex situations including appeals, problems with cultural transition, mental health,

family emergencies, accessing health care and insurance, academic concession; and refers as appropriate. 

- Liaises and advocates with UBC staff, faculty and partner universities on behalf of students. 

- Recruits potential participants through presentations, information fairs and marketing materials 

4. Admissions and Course Program Registration: 

- Manages selection and admission process for incoming students according to UBC admissions policy and UBC department capacity and

policy 

- Manages selection and acceptance process for outgoing students according to Go Global, UBC academic program and partner

universities admission policies. 

- Negotiation of space and registration of students into courses with limited capacity; and the documentation of program and

faculty restrictions. Advises partners and students accordingly. 

- Leads annual review of exchange admissions procedures and makes recommendations on current policy to the Manager and academic

units. 

- Reports annually on student activity and performance in program. 

5. Coordination of Awards and Financial Support 

- Liaison with Student Financial Assistance and Awards and external funding agencies 

- Participate in adjudication committees in the selection of students for awards 

- Maintenance of information on financial awards and assistance available through the programs 

6. Administration 

- Supervision of student staff: priorities, schedules, defines student roles and hires student staff 

- Management of student participant and program opportunity information on the Go Global database. 

- Creation and maintenance of operational manual for SARA procedures 

- Development and tracking of project-specific budgets 

- Represents Go Global SARA on university project teams and committees

Supervision Received
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Reports to Manager, Study and Research Abroad. The incumbent exercises judgment and innovation in advising, working with partners

and UBC community and in student development programming.

Supervision Given

Will manage student staff and volunteers on various projects. Works collaboratively with other Go Global staff and Advisors within

the university. Responsible for timely evaluation of student staff. Provides direction to Student and International Programs

Support staff. Will provide input into evaluation of Go Global staff.

Consequence of Error/Judgement

Error will have a strong negative effect on student experience, faculty partnerships and UBC's ability to maintain high

performance international relationships with outstanding universities. Incorrect or incomplete information and or inappropriate

communication with UBC departments will significantly damage Go Global: International Learning Programs, capacity to meet UBC

strategic targets for international engagement and student learning and student opportunity, including student finances and delay

of graduation.

Qualifications

Undergraduate degree in a relevant discipline.  Preferably completion of a degree in International Education or equivalent. A

Master's degree would be considered an asset.  Minimum of four years experience or the equivalent combination of education and

experience.  -Four years of experience in an educational setting or the equivalent. 

-Demonstrated experience developing student programs in partnership with academic units and providing advice to students required.

Experience in student mobility would be considered an asset. 

-Demonstrated experience in project management with strong administrative and office management skills. 

-Demonstrated curriculum development and facilitation skills. 

-Knowledge of learning outcomes and ability to analyze and report on program data. 

-Knowledge of computer office and educational software and willingness to learn to use new systems. 

-Proficiency in more than one language would be considered an asset.  Interpersonal skills and cross cultural sensitivity. 

Ability to use these skills and sensitivity in working with students, staff, faculty and university partners throughout all 

stages of the program. Communication skills (listening, written and verbal), to effect positive student placement relations,

facilitation and negotiation skills, organization and time management, and presentation skills. Ability to communicate credibly

and persuasively with University personnel and members of the external public. Excellent judgment and decisionmaking skills to

allow the assessment of needs, available resources and capabilities to resolve issues. Excellent computer skills and willingness

to learn to use new systems. Professional attitude, demonstration of integrity, confidentiality and excellent work ethic. Ability

to manage the complexity inherent within a multi-faceted work environment focused on broad outcomes for participants. Critical

thinking and analytical skills. Understanding of the pedagogical value, theoretical and practical issues involved in international

learning placements; ability to apply this understanding in the placement context. Proven expertise in designing and delivering

educational workshops and information sessions. Ability to work as part of a team on projects as a member who will take initiative

and support others in their initiatives.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10852 (Repost)

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Student Management

Classification Title: Student Management, Level H Business Title: Director, UBC-Community Learning Initiative

Department:           Community Learning Initiative

Salary:   $80,059.00 -  $100,073.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-01 Ongoing: Yes

Job End Date:         

Funding Type:         Budget Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

The Director of the UBC-CLI is responsible for overseeing the planning, implementation and evaluation of existing and new UBC-CLI

programs and initiatives, including both curricular and co-curricular CSL, the Trek Program and UBC's annual Reading Week

projects. S he is responsible for overseeing the continued strategic growth of CSL and other forms of community-based experiential

learning at UBC. Responsible for developing and sustaining the operational infrastructure that supports the advancement of

community-based experiential learning (CBEL) activities in various faculties and external communities as well as overseeing the

creation and stewardship of the on-campus and off-campus relationships that are central to the success of the UBC-CLI.

Organizational Status

Reports to the Senior Director, Student Development & Services and works closely with those staff units across the VPS engaged in

all aspects of supporting student learning and areas seeking to support direct relationships with the faculties. Within UBC, works

closely with colleagues ,senior administrators, faculty members and staff in faculties, departments, and schools to promote

community-based experiential learning and achieve the goals of the UBC-CLI.  

 

External to UBC, works with a diverse range of non-profit and for-profit organizations, public schools, professional associations,

government, and other educational institutions across Vancouver's Lower Mainland and throughout the province, with some networking

at the national level.

Work Performed

-	Work collectively with those engaged in "enriched educational experiences" to build a strong and more integrated program plan to

support student learning goals in Place and Promise 

-	Oversee overall planning, implementation and evaluation of existing UBC-CLI programs and initiatives, including curricular CSL

and other forms of Community-Based Experiential Learning, the Trek Program, and UBC's annual Reading Week CSL projects 

-	Oversee the development and implementation of strategic plan(s) for the advancement of Community-Based Experiential Learning

(CBEL) 

-	Oversee the development, implementation, and evaluation of new community-based experiential learning initiatives that achieve

UBC's vision to provide an exceptional learning environment 

-	Oversee the development of policies and strategies to support the integration of CBEL into faculties and schools across the UBC
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campus 

-	Ensure CBEL projects and placements associated with the UBC-CLI meet the goals and objectives of the UBC-CLI while addressing

community organization priorities and interests 

-	Expand the capacity of UBC to strategically advance its partnerships with a variety of community organizations 

-	Oversee the development and implementation of operational systems to enable the achievement of UBC-CLI goals and objectives 

-	Provide leadership to the UBC-CLI staff team 

-	Recruit and supervise UBC-CLI program managers and other staff 

-	Ensure that the UBC-CLI vision is linked to daily operations through effective leadership 

-	Set annual targets for growth and ensure that program participation targets are achieved  

-	Ensure the unit's achievement of established goals and objectives 

-	In partnership with the Associate Director, Finance for SD&S, to provide operational oversight on  departmental program budgets,

including forecasting future budgets, monitoring expenses  

-	Articulate the vision and approach of the UBC-CLI to diverse audiences 

-	Oversee the assessment and management of risks associated with UBC-CLI Programs 

-	Oversee program communications and regular reporting to appropriate internal and external stakeholders, including funders 

-	Manage communications, reputation and brand identity re CSL and other CBEL activities 

-	Oversee regular reporting to appropriate internal and external stakeholders 

-	Chair working groups, advisory committees, or task forces related to the UBC-CLI  

-	Oversee contracts with external consultants as required 

-	Identify annual targets for external fund-raising and develop proposals for donors in collaboration with the UBC Development

Office 

-	Cultivate prospects and liaise with private, corporate, and government donors 

-	Oversee development of funding proposals  

-	Oversee ongoing stewardship of external donors, including regular reporting on funded activities 

-	Other related responsibilities as required.

Supervision Received

Reports directly to the Senior Director, Student Development & Services. Works independently against set objectives.

Supervision Given

Oversees all UBC-CLI operations. Directly supervises program managers and administrative assistant. Indirectly responsible for

performance of all UBC-CLI staff. Has the authority to hire, mentor, evaluate, discipline, and terminate.

Consequence of Error/Judgement

Must exercise tact and diplomacy when interacting with a diverse range of internal and external stakeholders, including: UBC

senior administrators, staff, students, alumni, faculty, staff within community organizations, individual community members, and

others in external educational institutions and professional associations. UBC's community-based experiential learning activities

have a high profile in the community and engage program participants in situations that may be new. Must be attentive to risk

management in all situations; must be aware of the need to minimize risk to participants and maximize the perceived and actual

sensitivity of programs initiatives and the university to community issues. As the department is handling confidential

information, must understand and respect the principles of confidentiality. Errors in judgment or the disclosure of confidential

information could have very public consequences, affecting the reputation of the UBC-CLI and or resulting in embarrassment to the

University of British Columbia and its senior administration.

Qualifications

Master's or PhD preferred.  -	Minimum 10 years of related experience with experience in an area of specialization including

working in a senior staff role with exposure to a university environment, and or combination of community-university experience,

or an equivalent combination of education and experience 
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-	Preferred minimum 5 years in program development and management where skills in strategic planning, goal setting, and budget

planning and monitoring were demonstrated 

-	Experience in the field of Community-University Engagement, including the facilitation of CSL and or other CBEL activities 

-	Experience working with diverse stakeholder groups and across diverse cultures 

-	Demonstrated ability to inspire innovation and collaboration among a staff team and with professional peers 

-	Demonstrated ability to manage organizational growth and change as well as the ability to adapt and work across different

professional cultures. 

-	Experience working on community development initiatives required 

-	Experience in the field of adult education or experiential learning required 

-	Experience in fund-raising an asset.  -	Commitment to the goals of UBC's vision 

-	Outstanding communication skills, both verbal and written including excellent presentation skills 

-	Excellent group facilitation skills 

-	Ability to maintain connection between long-range vision and day-to-day functions 

-	Ability to manage a demanding workload by determining priorities, planning ahead, anticipating and solving problems; both goal

and process-oriented 

-	Ability to envision and implement innovative programs and initiatives 

-	Ability to lead others and foster individual and team development 

-	Demonstrated ability to work collaboratively with a variety of stakeholders, including donors 

-	Outstanding interpersonal skills 

-	Superior problem-solving skills 

-	Knowledge of community development principles and experience in asset-based community development 

-	Knowledge of contemporary organizational development  and change principles and social innovation frameworks and principles 

-	Knowledge of adult education principles 

-	Knowledge of, and sensitivity to a range of community issues (e.g., poverty, social exclusion, sustainability) 

-	Knowledge of and sensitivity to the university community 

-	First - rate computer skills, including facility with the normal suite of Microsoft Office programs 

-	Ability to work flexible hours, including evenings and Saturdays

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10882

Location:             Vancouver - Point Grey Campus

Employment Group:     Management&Professional (AAPS)

Job Category:         Unassigned Athletic Coaches

Classification Title: Head Coach, Swimming Business Title: Head Coach, Swimming

Department:           Athletics and Recreation

Salary:

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-06 Ongoing: Yes

Job End Date:         

Funding Type:         Full-Time

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

The head coach is responsible for the coaching, management and coordination of the men's and women's varsity swim program. The

objectives are to provide opportunities for athletically talented swimmers and develop them to their fullest potential as

student-athletes. Partnership with Pacific Dolphins Swim Club and National Swim Centre, Vancouver is integral to the success of

the program.

Organizational Status

Reports to the Associate Director, Intercollegiate and High Performance Sport on a daily basis and is responsible to the Director

of Athletics and Recreation. Arms-length reporting structure to President of Pacific Dolphins Swim Club and Head Coach, National

Swim Centre, Vancouver.

Work Performed

Responsible for the coaching, management and coordination of the men's and women's varsity swim program. 

Acts as head coach of the Pacific Dolphins Swim Club, in collaboration with the Pacific Dolphins Swim Club and the National Swim

Centre, Vancouver. 

Responsible for the recruitment of highly skilled student-athletes. 

In conjunction with the Associate Director, Intercollegiate and High Performance Sport, responsible for orienting student-athletes

to the policies and regulations of the University, Department of Athletics & Recreation, Canada West and the CIS. 

Works with the Associate Director, Development in support of alumni relations and team fundraising initiatives 

Ensure the participating student-athletes meet all necessary and required eligibility regulations as set out in the Canada West

and CIS rules and regulations. 

Works with the Associate Director, Intercollegiate and High Performance Sport in scheduling and budget preparation. 

Fiscally responsible for the UBC varsity swim budget as well as the Pacific Dolphins budget. 

Performs administrative duties in conjunction with the Varsity office in regards to travel arrangements, student-athlete financial

awards, housing and eligibility requirements. 

Performs administrative duties as required with the Pacific Dolphins and National Swim Centre, Vancouver. 

Encourage student-athletes to maintain and develop good academic standing and monitors and assists student-athletes with academic

progress. 

Cooperates with Sports Information Director in conducting interviews and athlete information for media guides and website. 
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Supports department initiatives such as the Big Block Banquet and Hall of Fame as well as the Millennium Scholarship Breakfast.  

Attends department meetings and participates in the management of the department as required.  

Participation in provincial and national programs and community events is encouraged to enhance coaching ability and the overall

program.   

Know and abide by CIS and Canada West rules, regulations and ethical guidelines.  

Other duties may be substituted as required.

Supervision Received

Reports to the Associate Director, Intercollegiate and High Performance Sport on a daily basis and is responsible to the Director

of Athletics and Recreation. Arms-length reporting to the Head Coach, National Swim Centre, Vancouver and President, Pacific

Dolphins Swim Club.

Supervision Given

Full and part-time assistant coaches, student-trainers and student-athletes

Consequence of Error/Judgement

This position represents the UBC Swim Team, the students and the University. Incorrect decisions   judgment will directly affect

the Department and UBC's reputation within the community at large. This position and its affiliation, also represents the Pacific

Dolphins Swim Club and the National Swim Centre, Vancouver. Overall, the position must be managed with the utmost of integrity so

as to positively impact not only the University and the alumni who are associated with the varsity swim program, but also the

Pacific Dolphins Swim Club community and the National Swim Centre, Vancouver.

Qualifications

Bachelor's degree required. Master's degree beneficial. 

Minimum Coaching Certification: NCCP Level III, or equivalent. 

Minimum of five years coaching experience preferably at the University or national level, or equivalent. 

Excellent leadership skills and ability to recruit. 

Knowledge of academic system at the University.  

Ability to communicate effectively and efficiently. 

Strong organizational, administrative and computer skills an asset.  

A proven record of integrity, high principles, and demonstrated skill in developing   motivating student-athletes both

academically and athletically.			 

A pleasant personality together with a positive attitude is essential. 

Strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in a diverse

community. 	 

Ability to foster a cooperative work environment, get along and work well with members of the department, supervisors and other

employees of the university.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10893

Location:             Vancouver - Point Grey Campus

Employment Group:     Technicians & Research Assists

Job Category:         Research/Technical - Non Union

Classification Title: Laboratory Assistant Business Title: Cage Processing Technician

Department:           Animal Care Services

Salary:   $29,875.00 -   $31,709.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-08-08 Ongoing: Yes

Job End Date:         

Funding Type:         Self Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

The Centre for Disease Modeling is a 100,000 square foot, state of the art, research facility. This facility will provide skilled

technicians, lab space, and equipment to support 50 UBC researchers with cutting edge research. The CDM is a cost recovery

department and in the future will also support the BC Preclinical Research Consortium initiative.  

This position will be responsible for providing daily care and maintenance required for the health and cleanliness of research

animals and their housing facilities in all areas of the facility. All applicants must be willing to work weekends; and will be

expected to successfully complete mandatory job related courses.

Organizational Status

The Senior Manager of the Centre for Disease Modeling is ultimately responsible for this position; however, day to day direction

will be determined by the current organizational chart and operational need.

Work Performed

Duties include:  

Operation of rack and tunnel washers 

Cleaning of cages, accessories, bottles, carts, and racks 

General Housekeeping including: 

The preparation and use of disinfectants and detergents 

Removal of waste 

Cleaning and general upkeep of the facility 

Operating a bedding vacuum system, bottle filling system, high pressure spray units and autoclaves Assemble clean caging units 

Perform minor maintenance tasks on facility related equipment 

Performing other related duties.

Supervision Received

Works under little supervision in direct consultation with the supervisor and in conjunction with other animal technicians.

Supervision Given
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Position works in conjunction with other animal technicians and will not be supervising any other staff.

Consequence of Error/Judgement

Incorrect decisions could result in disruption of critical care services.

Qualifications

High School graduation or an equivalent combination of education and experience.  .  Experience in an animal research facility

preferred. Ability to communicate effectively verbally and in writing. Ability to deal with a diversity of people in a calm,

courteous, and effective manner. Ability to listen actively and attentively, and obtain clarification as required. Ability to work

effectively independently and in a team environment. Physical ability to perform the duties of the job including: working with

high temperature steam equipment; exposure to animal dander and urinary proteins; performing repetitive tasks; and the ability to

lift 25kg.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10892

Location:             Vancouver - Point Grey Campus

Employment Group:     Technicians & Research Assists

Job Category:         Research/Technical - Non Union

Classification Title: Research Asst/Tech 2 Business Title: Research Asst/Tech 2

Department:           Pathology

Salary:   $38,116.00 -   $41,769.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-06

Job End Date:         2012-09-05 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-04 Available Openings: 1

Job Summary

This position entails laboratory and fieldwork related to microbiological water quality. Laboratory duties will include validation

and assistance in the development of standard operating procedures for new laboratory and field equipment. Field duties will

include collection of water samples and collection of relevant metadata.

Organizational Status

The successful candidate will report to the Project Scientist (Dr. Natalie Prystajecky) and the Principal Investigators (Drs.

Patrick Tang and Judy Isaac-Renton).

Work Performed

-Spikes experiments to validate filtration apparatus and nucleic acid extraction techniques; 

-Processes filters, prep for sequencing, Sanger sequencing and PCR for method validation; 

-Assists in the writing of filtration and nucleic acid extraction SOPs; 

-Enters results into databases; 

-Performs basic troubleshooting of field sampling with assistance of PDF; 

-Performs collection and filtration of water samples (field work); & 

-Performs collection of metadata relating to water samples, including chemistry, turbidity, & mapping.

Supervision Received

The incumbent will receive supervision directly from the Project Scientist and the Principal Investigators as needed.

Supervision Given

The incumbent will not be required to supervise anyone involved in the research program.

Consequence of Error/Judgement

This work entails a critical piloting step towards a larger, multi-year watershed research project that will rely heavily on the
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Standard Operating Procedures (SOPs) and sampling data collected in this phase of the research. Errors will impact subsequent work

on this project.

Qualifications

High School graduation.  University graduation in Biology (Physiology, Microbiology, Ecology) preferred.  Minimum of 2 years

related experience or the equivalent combination of education and experience.  Experience working in a laboratory (clinical or

research) is essential; experience working with microbial cultures and nucleic acids, with expertise in sequencing and Polymerase

Chain Reaction (PCR).  Fieldwork experience not needed.  Organized and detail oriented individual who can plan and carry out

experiments independently.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10876

Location:             Vancouver - Hospital Site

Employment Group:     Technicians & Research Assists

Job Category:         Research/Technical - Non Union

Classification Title: Research Asst/Tech 2 Business Title: Research Asst/Tech 2

Department:           Ctr-Molecular Med&Therapeutics

Salary:     $  19.55 -     $  21.42 (Hourly)

Full/Part Time:       Part-Time

Desired Start Date:   2011-08-31

Job End Date:         2012-08-30 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-07 Available Openings: 1

This position is expected to be filled by promotion reassignment and is included here to inform you of its vacancy at the

University.

Job Summary

This position will provide basic technical support for animal care in the Goldowitz lab

Organizational Status

This position will report to Dr. Daniel Goldowitz who is the Principal Investigator or to the lab manager and work closely with

senior members of the laboratory.

Work Performed

-	Maintenance, breeding, and genotyping of mice in colony 

-	Assist with mouse experiments 

-	Performing laboratory clean-up;  

-	Preparing solutions; and  

-	Performing other related tasks.

Supervision Received

-	Supervised by Dr. Daniel Goldowitz or the lab manager, the candidate would also be expected to report to and accept guidance

from senior laboratory members.

Supervision Given

The position has no supervisory responsibility.

Consequence of Error/Judgement

The work described follows protocols and techniques that have been designed by senior laboratory members.  The position requires

strong organizational, multi-tasking and communication skills.  Accuracy and attention to detail are essential.  Errors could

comprise the scientific integrity of the project.
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Qualifications

High School graduation.  Bachelor of Science degree is an asset.  Minimum of 2 years related experience or the equivalent

combination of education and experience.  -	High school graduation (BSc preferred) plus minimum two years related experience,

especially in life sciences.   

-	 

-	Canadian Council on Animal Care (CCAC) online certification is preferable.   

-	Training certificates (Chemical and Biological safety certificates) from UBC HSE are an asset.   

-	 

-	Demonstrated ability to follow established guidelines and protocols and to complete work assignments.  

-	.  Effective oral and written communication and organizational skills a must. Demonstrated ability to follow established

guidelines and protocols and to complete work assignments. Ability to work independently and within a team environment. Computer

experience required. Basic knowledge of Molecular Biology and genetics. Ability to complete planned work assignments,

unsupervised. The candidate must be self motivated and have the ability to take initiative in determining work priorities.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10862

Location:             Vancouver - Hospital Site

Employment Group:     Technicians & Research Assists

Job Category:         Research/Technical - Non Union

Classification Title: Research Asst/Tech 2 Business Title: Research Asst/Tech 2

Department:           Respiratory Medicine Division

Salary:     $  19.55 -     $  21.42 (Hourly)

Full/Part Time:       Part-Time

Desired Start Date:   2011-09-01

Job End Date:         2012-08-31

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-02 Available Openings: 1

Job Summary

This position is primarily responsible for conducting basic lung function tests on Respiratory Clinic patients.  The job includes

performing spirometry, allergy skin testing and oximetry for clinical purposes, billing for procedures, maintaining and

calibrating equipment and occasionally assisting with other duties directly related to clinical testing and equipment maintenance.

 It is important that work be performed according to protocol in order to ascertain accurate readings of patients' lung function. 

This will impact patient treatment.

Organizational Status

This position is solely responsible for testing patients.  Reporting to the Clinic Manager, with additional direction received

from the Medical Director.  This position will work alongside clerical staff, asthma COPD educator and respirologists. 

 

This position involves working in a clinic environment with computerized equipment.  There is a source of natural light and

overhead lighting.

Work Performed

Spirometry, allergy skin testing and oximetry for clinic patients, billing for procedures, maintaining and calibrating equipment,

maintaining clinic supplies, teaching inhaler technique.

Supervision Received

The incumbent must take initiative in most tasks.  There will be supervision for the Clinic Manager as needed.  The Medical

Director for the clinic will provide some guidance.

Supervision Given

None

Consequence of Error/Judgement
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It is important that work be performed according to protocol in order to ascertain accurate readings of patients' lung function. 

This will impact patient treatment.

Qualifications

High School graduation.  A University degree or completion of a relevant Health Sciences program is preferred.  Current CPR

certification required.  Minimum of 2 years related experience or the equivalent combination of education and experience. 

Experience in a hospital or clinic setting with direct patient contact is preferred.  Familiarity with respiratory diseases and

spirometry are definite asset.  The candidate must speak English fluently and have excellent oral and written communication and

interpersonal skills.  A second language is an asset.  Experience working with computerized equipment is required.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10787

Location:             Vancouver - Hospital Site

Employment Group:     Technicians & Research Assists

Job Category:         Research/Technical - Non Union

Classification Title: Research Asst/Tech 3 Business Title: Research Asst/Tech 3

Department:           Surgery

Salary:   $40,190.00 -   $43,829.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-01

Job End Date:         2012-08-31 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-05 Available Openings: 1

Job Summary

The Research Assistant Technician 3 in the Division of General Surgery will perform in vitro, and cell-based and in vivo models of

immune and hemopoietic cancer cell function.  

 

This person will join faculty, students, and staff engaged in innovative, leading edge research, education and community service

on university and hospital campuses across BC. Together, we aim to create knowledge and advance learning that will make a vital

contribution to the health of individuals and communities, locally, nationally and internationally.

Organizational Status

The Research Assistant Technician 3:  

is accountable to the Principal Investigator for assignment of duties; 

reports on a day-to-day basis to the Principal Investigator; 

reports to the UBC Department of Surgery's Director of Administration regarding overall management of performance; and 

interacts and collaborates with the research team and with other labs and individuals in the Jack Bell Centre and UBC.

Work Performed

Responsibilities include: 

 

Conducting biochemical, molecular and immunological procedures to gain insight into signal transduction pathways.   

Collecting and processing data, performing data analysis. Preparing written reports to summarize results and contributing material

to research manuscripts and scientific journals. 

Communicating with supervisor about data and research design. 

Performing some small animal models.   

Writing standard operating procedures.  

Assisting with editing publications (drafts and or galley proofs) for content and accuracy of data. 

Caring for and maintaining technical equipment. 

Performing other duties as required.

Supervision Received
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Once sufficient training has been received, this person will work largely independently on a day-to-day basis, with overall

direction from the Principal Investigator. The Research Assistant Technician 3 formally meets with the Principal Investigator each

week to discuss results of the previous' week work, troubleshoot any problems, and to discuss and prioritize upcoming work.   

 

The UBC Department of Surgery's Director of Administration provides functional supervision of this position.

Supervision Given

None. However, this person will be expected to share expert technical knowledge and occasionally teach techniques to others in the

lab.

Consequence of Error/Judgement

The impact of incorrect decisions and errors in judgment would include alteration of end results of analysis, failed experiments,

delayed productivity, or loss of data. In the most extreme scenario, insufficient productivity would result in loss of operating

funds. 

 

Inappropriate handling of interactions and communications can create embarrassment for the Lab and Department in dealings with

those in and outside the University.

Qualifications

Undergraduate degree in a relevant discipline or Graduation from a technical college or institute.  University degree in

biological science is required.  Minimum of 3 years related experience or the equivalent combination of education and experience. 

A minimum of 3 years' related research lab experience is required.  --Technical skills in, and experience with, cell and animal

models, biochemistry (protein purification, SDS-page analyses), cell biology (cultures of primary cells and cell lines, FACS

analyses, thymidine incorporation assays), mouse handling (inflammation and cancer models), and computation are essential.

Previous experience with immunofluorescence and confocal microscopy is an asset. Previous experience with signal transduction and

immunology hematology oncology is advantageous. 

--Computer experience required; knowledge of word processing, spreadsheet and statistical software preferred. 

--Effective oral and written communication, interpersonal and problem-solving skills.   

--Ability to exercise appropriate tact, discretion and confidentiality in all matters.  

--Ability to work effectively under pressure to meet deadlines. 

--Ability to work effectively both independently and collaboratively in a team environment.   

--Ability to work a flexible schedule and additional hours occasionally on weekends, evenings and early mornings, as required.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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Job Posting

Job ID:               10803

Location:             Vancouver - Hospital Site

Employment Group:     Technicians & Research Assists

Job Category:         Research/Technical - Non Union

Classification Title: Research Asst/Tech 3 Business Title: Research Asst/Tech 3

Department:           Devlpmtl Neurosci&Child Health

Salary:   $40,190.00 -   $43,829.00 (Annual)

Full/Part Time:       Full-Time

Desired Start Date:   2011-09-01

Job End Date:         2012-03-31 Possibility of Extension: Yes

Funding Type:         Grant Funded

Other:                

Date Closed:          2011-08-01 Available Openings: 1

Job Summary

The Research Assistant will provide general research-oriented support to Drs. Ian Pike and Shelina Babul, and researchers in the

BC Injury Research & Prevention Unit (BCIRPU).  BCIRPU is one of the research unit with in Developmental Neurosciences & Child

Health. The Research Assistant will assist with various research activities, including planning, coordination and communication of

injury prevention programs within the Unit.

Organizational Status

The Research Assistant reports directly to the Drs. Ian Pike and Shelina Babul, Director and Associate Director, BCIRPU and liaise

with other members of the Injury Unit, including co-investigators, researchers, research assistants, students and staff from the

BCIRPU and the department.

Work Performed

- Assist with preparation of research grant applications, including the completion of the ethics approval process 

- Conduct literature reviews and summarize to support BCIRPU reports grant proposals publications  

- Prepare manuscripts in accordance with journal specifications 

- Conduct systematic reviews and meta-analysis, in collaboration with BCIRPU team 

- Produce topical graphs and charts on relevant injury topics 

- Proofread reports and publication reviews 

- Assist with data cleaning and conduct basic descriptive analyses, charts and tables preparation 

- Assist with the completion of reports and presentations 

- Assist with research protocol implementation 

- Assist with the use of online survey software (such as FluidSurveys or Vovici Survey Tool)

Supervision Received

Will work under the supervision of Drs. Ian Pike and Shelina Babul, and communicate with the staff of the Injury Unit.  The

Research Assistant will be expected to develop a work plan and timelines and to exercise good judgement and initiative in his her

responsibilities.
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Supervision Given

May provide assistance to support staff and students to ensure project goals are met in a timely and efficient manner.

Consequence of Error/Judgement

BCIRPU is situated within Developmental Neurosciences & Child Health: Neurons to Neighbourhoods. which is a research cluster of

the Child and Family Research Institute. Errors made could influence the ability of research staff to meet critical deadlines, as

well as compromise the results of research projects, and therefore impact the credibility of the Unit, Centre, Institute and

individual Investigator(s).

Qualifications

Undergraduate degree in a relevant discipline or Graduation from a technical college or institute.  .  Minimum of 3 years related

experience or the equivalent combination of education and experience.  High degree of computer literacy with ability to use word

processing, spreadsheet, internet and electronic mail applications at an intermediate level.  Experience with online literature

searches, web-based applications and or desk-top publishing applications (including Adobe Photoshop and or Illustrator and

Microsoft Publisher) would be an asset.  Working knowledge of Adobe Creative Suite (Photoshop, Indesign, Illustrator) and mapping

software (ARC GIS or equivalent) would be an asset.  Superior Organizational skills. Extensive experience using Microsoft Office

(WORD, Excel, Powerpoint, Outlook). Ability to communicate effectively verbally and in writing. Ability to compose correspondence,

reports, presentations, and other written materials using clear concise business English. Ability to effectively manage multiple

tasks and priorities. Ability to prioritize and work effectively under pressure to meet deadlines. Ability to perform word

processing at 50 words per minute. Ability to operate job-related office equipment. Ability to work effectively independently and

in a team environment. Ability to be thorough, accurate, and have a high level of attention to detail. Ability to exercise tact

and discretion. Ability to approach interactions with an awareness of sensitive issues.  (e.g., issues concerning specific

cultures). Ability to use initiative.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are encouraged to apply. UBC is

strongly committed to diversity within its community and especially welcomes applications from visible minority group members,

women, Aboriginal persons, persons with disabilities, persons of any sexual orientation or gender identity, and others who may

contribute to the further diversification of ideas. Canadians and permanent residents of Canada will be given priority.
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