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Proposed Job Description

Summary:

The Executive Director of CAUBO is the Chief Executive Officer of the Association and
chief liaison between the Association and its members and volunteers. The Executive
Director provides leadership and strategic direction to ensure that the Association delivers
high quality services and products that are directly aligned with the needs of university
administrators as represented by eight (8) national committees (facilities management,
financial management, human resources management, environmental health and safety,
internal audit, national procurement, investment and treasury, and taxes).

Through collaboration with individual university administrators, and regional, national, and
international university associations, the Executive Director stays abreast of and takes
appropriate and timely action relative to the following: 1) emerging areas of legislation or
standards that might impact on university administration; 2) emerging areas of concern or
priority; and 3) emerging management practices of interest or application to university
administration. In response to these areas of concern or interest, services may include
publications, guides, advocacy and analytical support for advocacy, training and
development, networking opportunities, and sharing of information or best practices.

The Executive Director is supported by an Associate Director who is a professional in
association and event management and who oversees CAUBOQO’s day-to-day operations.
The Executive Director is also supported by analytical and other specialized staff as well
as volunteers.

In addition to responding to the needs of university administrators, the Executive Director
has an oversight role as pertains to the Faculty Bargaining Service (FBS) which is shared
with the FBS Management Committee Chair and the CAUBO Board.
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Specifically, the Executive Director:

1)

2)

3)

4)

5)

6)

7)

8)

9)
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Leads the strategic planning exercise, including the completion of annual review and
update. Ensures that the process is appropriate, involves the Board, and allows for
adequate consultation.

Is responsible for the quality of the content delivered by CAUBO. Ascertains that all
communications/content has been reviewed by the appropriate knowledge experts
in the field and that the communication is appropriate for the particular audience.

Liaises and collaborates with each national committee, although direct support for
each committee may be delegated. Apprises committee members of their
responsibilities and supports them in the identification and development of initiatives
that add value to the institutions (e.g. advocacy, benchmarking, training, etc).
Where appropriate, and as approved by the Board, provides committees with
additional resources to carry out approved initiatives.

Works closely with as many university administrators as possible in order to obtain
feedback, nurture potential volunteers, and identify best practices. Promotes the
sharing of best practices and networking through initiatives such as the Quality and
Productivity Awards Program.

Develops and maintains good working relations with international/US associations to
facilitate the exchange of information, sharing of resources and the identification of
possible speakers where useful and appropriate.

Manages and coordinates the preparation of the annual editorial plan for the
University Manager magazine ensuring that the topics are timely and relevant and
that leads are provided relative to possible universities and individuals highlighted in
the articles. Reviews and approves all feature articles and columns.

Ensures that services are available in French and English wherever feasible,
including good quality translation services.

Leads the development of the educational program for the Annual CAUBO
Conference/Pre-conference seminars prepared in collaboration with the national
committees and the host university.

Is accountable to the Board for the sound financial management of the association,
including the Faculty Bargaining Service.



10) Works closely with the Associate Director to ensure effective administrative services,
technological support, committee logistical support, management of member
databases, and event management, and in ensuring the alignment of service
expectations with available resources (i.e. human and financial).

11) Contributes to the development and management of the hiring process for the FBS
Project Director. Takes a leadership role if necessary.

12) Participates as an ex-officio member of the Canadian University Reciprocal
Insurance Exchange (i.e. CURIE).

Qualities and Competencies sought of potential candidates:
Demonstrated leadership and progressive thinking

Compelling communication and interpersonal skills

Extensive knowledge of the university sector at a senior level
Strong member-service focus

Demonstrated performance-based management style
Resourcefulness

Perseverance

University degree

Bilingualism an asset




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


