Assistant Registrar, Curriculum Management
Bring your 8 to 12 years of progressive management experience in an academic setting to this dynamic role, and ensure that curriculum is communicated to students and presented in academic calendars and the Advising Report in an appropriate, timely manner.
Your responsibilities as Assistant Registrar, Curriculum Management, will include:
· ensuring equitable standards for graduation
· providing support to students while ensuring the academic integrity of Ryerson programs

· developing new initiatives, and integrating new technology for the development of the Curriculum Management units
· providing leadership and direction to the Curriculum Management, Transfer Credit and Publications units in order to ensure their effectiveness and consistency with established objectives, policies and procedures.

To assume the role of Assistant Registrar, Curriculum Management, you must have:
· a degree with 8 to 12 years of progressively responsible management experience in an academic setting, preferably a registrar’s office 

· demonstrated knowledge and understanding of, and experience in managing aspects of curriculum from inception to conclusion, including strategic planning, developing policy and process, consideration of financial and academic objectives on changes to curriculum, directing the assessment of graduation eligibility requirements for students and impact on activities, i.e., faculty loading, timetabling, enrolment, continuing education programs, etc.

· solid experience in leading and directing the review, analysis and design of the Academic Advisement module, with the Oracle/PeopleSoft Campus Solutions student administration system preferred, or similar, to ensure that accurate support and advice is provided to students, staff and faculty
· experience in managing a budget and staff, including hiring, direction, training, supervision, performance evaluation and taking corrective action
· solid experience in directing, producing and project managing academic calendars and guides, including writing and editing copy on final curriculum and developing innovative ways to improve process and presentation with different mediums.   

· experience in researching other educational institutions and their program and course accreditation on best practices in transfer credits. 

· excellent leadership, influence and interpersonal skills to build and sustain effective working relationships with internal and external stakeholders at all levels
· strong oral and written communication skills to prepare and present reports and proposals, and to formulate and evaluate new policies and procedures
· demonstrated ability to work independently and collaboratively within a team environment
· demonstrated commitment to professional client service, specifically, students, faculty and staff
· demonstrated proficiency with ERP software applications and end-user productivity tools (MS Office, etc.). 

Located in the heart of Toronto, the largest and most culturally diverse city in the country, Ryerson University is committed to diversity, equity and inclusion. The University is known for innovative programs built on the integration of theoretical and practically oriented learning. Our undergraduate and graduate programs are distinguished by a professionally focused curriculum and strong emphasis on excellence in teaching, research and creative activities. Ryerson is also a leader in adult learning, with the largest university-based continuing education school in Canada.

For a detailed position description, and to apply on-line by January 7, 2011, interested candidates are invited to visit: www.ryerson.ca/jobs.

Ryerson University has an employment equity program and encourages applications from all qualified individuals, including Aboriginal peoples, persons with disabilities, members of visible minorities and women.
