
QUEEN’S UNIVERSITY SUPP0RT STAFF 
POSITION SUMMARY 

___________________________________________________________________________________ 
 
DEPARTMENT: Office of the Vice-Provost and Dean of Student Affairs 
TITLE:          Executive Director 
POSITION NUMBER:     32730 001  GRADE:    12 
 
Job Summary: 
 
Reporting to the Vice-Provost and Dean of Student Affairs (VP/DSA), the incumbent 
leads and oversees cross portfolio strategic project planning, policy development 
and communications to ensure the success of Student Affairs, the implementation of 
priority initiatives and the portfolio’s alignment with the Provost’s Office and the 
strategic direction of the University.  
 
The incumbent builds relationships across campus and provides high-level advice 
and expertise to the VP/DSA and the portfolio.  The incumbent is responsible for 
human resources, communications and financial activities of the office.  The position 
requires independent decision-making, judgment, political acuity, relationship-
building and management and results-based initiative.  
 
Duties and Responsibilities: 
 

 Work closely with the VP/DSA and leadership team in providing vision, 
strategic leadership, advice, and direction to the portfolio for strategic 
project planning, policy development and communications. 

 Collaborate with senior administration to ensure the integration and 
coordination of activities to support the priorities of the portfolio and the 
University. 

 Responsible for the creation and/or oversight of all portfolio communication 
materials (including key messages, FAQs, major publications etc.) for current 
and prospective students, parents, faculty and staff, including print, 
electronic and web-based information, to ensure consistency of positioning.  
Works in collaboration with marketing and communications, as appropriate, 
for timely distribution. 

 Oversee the process of policy development for the portfolio and its 
implementation, tracking, analysis and evaluation and work with senior 
leaders to determine required changes to maximize effectiveness and 
success. 

 Write project proposals, institutional/organizational position papers, 
strategic planning documents, reports, presentations and lead 
implementation for the portfolio, as appropriate. 

 Oversee the annual comprehensive planning process for the portfolio 
including oversight of the Finance & Staffing manager position. 



 Coordinate major assessment projects across the portfolio, working closely 
with the office of institutional analysis 

 Represent the VP/DSA on committees and in meetings as required 
 Assist with the workload of the VP/DSA 
 Undertake other duties or lead special projects as required 
 Support inclusion and equity in the portfolio and across the university 

 
Required background: 
 

 University degree.   In addition to an undergraduate degree, a graduate 
degree / professional designation is preferred.   

 Minimum of 10 years of experience with significant senior-level experience 
in strategic communications (planning and execution), project management, 
change management, HR management, policy development and analysis.  

 A thorough working knowledge of the university’s priorities and structure, 
Senate/Board policies and procedures, student governance and programs 
and policies, particularly those relating to the Student Affairs portfolio is 
considered an asset. 

 An equivalent combination of education and experience may be considered 
for this role. 

 
Special Skills: 
 

 Excellent interpersonal skills required in dealing with a wide variety of 
constituents (students, administration, staff, faculty) , often in stressful and 
institutionally sensitive situations. Ability to interact professionally and 
effectively with people at all levels of the organization. 

 Extensive knowledge of strategic planning processes. 
 Ability to prioritize among competing demands and remain focused on key 

objectives.  
 Strong analytical thinker – ability to think about institutional information in 

an interdisciplinary way. Ability to recognize and understand complex issues 
and their implications on image and reputation. 

 Strong managerial experience demonstrating the creation and maintenance 
of a professional working environment.  

 Extensive background in developing communications strategies and tools to 
suit different needs in complex environments for multiple and varied 
audiences. 

 Outstanding writing and editing, verbal communications and presentation 
skills. 

 Outstanding issues and communications judgment. 
 Proven ability to build relationships and collaborate in a highly complex 

environment. 
 Excellent strategic and tactical perspective skills to support the VP/DSA to 

ensure timely and powerful execution of all activities. 



 Demonstrated strong analytical, organizational and problem solving skills 
with an ability to compile and interpret data from a variety of sources, 
monitor emerging trends and issues. 

 Ability to help others reach appropriate decisions in a timely manner. 
 Initiative, results –orientation and resourcefulness to work independently, 

assume responsibility for design and implementation of projects/initiatives 
and develop practical recommendations for positive change with maximum 
impact. 

 Proven ability to work effectively with diverse groups of individuals and be 
responsive to the needs of many different groups within and external to 
Student Affairs. 

 
Decision making: 
 

 Recommend course of action to resolve issues brought forward to the Office 
of VP/DSA. 

 Determine appropriate positioning, tone, and content for Student Affairs 
communications to various audiences and communications strategies to best 
support the portfolio  

 Exercise judgment on when to involve the VP/DSA on issues that require 
decisions, or to make decisions and take independent action 

 Determine appropriate level of involvement of VP/DSA in various projects or 
issues (internal and external to portfolio) and effectively get the attention of 
the VP/DSA as appropriate, and response 

 Through analysis, observation and knowledge of the university environment 
and in consultation with the AVP/DSA and senior leaders, determine 
appropriate policies and procedures. Decide how modifications should be 
proposed and implemented as needed. 

 
Supervisory Responsibilities: 
 
Do you have any supervisory responsibilities? 

  YES NO 

  x  

If you responded yes to the above question, which of the following duties do you perform 

for employees who report to you? 

 

You have the right to hire or you make the effective recommendation to do so. 

  YES NO 

  x  

You have the right to fire or you make the effective recommendation to do so. 

  YES NO 

  x  

  



You are responsible for handling disciplinary matters including issuing written warnings. 

  YES NO 

  x  

You are responsible for conducting performance appraisals. 

  YES NO 

  x  

 
 
 
 
 


