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Director of Recruitment

Job Opportunity: 11010258

Under the general direction of the Registrar and Director of Enrolment Management, the Director of Recruitment - Office of the Registrar is a key member of the Office of the Registrar's executive team and exercises full managerial authority over the staff in the Department of Recruitment in the areas of human resources, labour relations and financial management. In consultation with the Registrar and other department Directors within the Office of the Registrar, the UTSC Dean's Office and University of Toronto Office of Student Recruitment the incumbent will also be responsible for all aspects of domestic and international student recruitment to the campus, establishing policies, practices and procedures of recruitment from inquiry to application, maintaining a detailed understanding of post-secondary recruitment processes and corresponding data processing and reporting requirements.

 

The incumbent is also responsible for planning, supervising and participating in all UTSC on- and off-campus recruitment activities. He/she will work with faculty, staff and students to develop and implement marketing strategies for UTSC that promote key messages to prospective students, their parents and other key influencers and will provide training and support to all faculty, staff and volunteers involved in student recruitment events. The incumbent is a key member of the UTSC Recruitment Advisory Council will have lead responsibility for recruitment within the campus Strategic Enrolment Management regime. S/he is expected to play an important role in tri-campus recruitment activities for the University.

 

The incumbent is also responsible for planning and coordinating all special events sponsored by the Office of the Registrar, including scholarship receptions, Awards Nights and Honours Nights. From time to time the incumbent may be called upon to serve as the Acting Registrar.

Minimum Qualifications:
Education: Graduate degree or acceptable combination of education and experience in the area of Recruitment.

 

Experience: A minimum of eight (8) years of senior administrative experience within a University or College setting preferably in recruitment, counselling, or related areas.  A minimum of five (5) years management experience.  Excellent knowledge of University of Toronto programs and admission requirements and of the overall university structure.    Project management experience.  Experience in public speaking and staff training.  Demonstrated experience managing in a unionized environment.

 

Skills: Strong computer skills and ability to use ROSI, PowerPoint, Access, Recruitment Navigator software systems.  Knowledge of Microsoft Office with advanced knowledge of Excel and Word. 

 

Other: Current advanced knowledge of best practices in post-secondary recruitment. Excellent interpersonal skills with the ability to communicate effectively and develop good working relationships with students, co-workers, senior university administrators, and external clients. Team-building and conflict management and investigation skills. Good knowledge of university policies, procedures and collective agreements.  Strong organizational, planning, time management skills and the ability to set priorities. Highly developed database management skills including access. Ability to analyze complex technical tasks and implement solutions. Ability to think logically and consistently, plan, coordinate, commitment to improving the work environment, ability to negotiate and organize a heavy workload. Ability to recognize and maintain the confidentiality of sensitive personal and operational information. High degree of professionalism, tact, patience, discretion and good judgment.

Interested candidates should apply online no later than January 30, 2012 via the following link:

https://utoronto.taleo.net/careersection/10000/jobdetail.ftl?lang=en&job=1101258
