Office of the Dean
Executive Assistant

Dean

Communications
Director
The Communications Unit is responsible for the
development of news releases and media
activities, marketing materials and promotional
items, the School’s electronic communications,
internal and external publications, key messages
and speeches, tours, and crisis communications.
Complement: The Communications Unit is
comprised of one director, two communications
officers (East and West), one writer, one graphics
designer, and one administrative assistant.
Director: Leads NOSM’s efforts with regard to all
internal and external communications strategies.
Manages Communications staff members to
fulfill School’s communications priorities to high
standards.
Communications Officers: Work with NOSM
portfolios to develop focused
communication/promotion plans for specific
initiatives, develop marketing materials and
internal/external publications, update and
provide copy for website, plan and execute
corporate and media events, respond to media
requests and arrange interviews, provide tours,
manage promotional items.
Communications Writer: Writes and edits
content for NOSM publications, official reports,
website, marketing materials, media releases,
bulletins, etc.
Graphic Designer: Develops graphic design and
creative for marketing and promotional
materials, posters, advertisements, flash banners,
presentations, and templates. Also NOSM’s
official videographer and photographer.

Equity and Quality
Director
Functions:
Chair: Accreditation Collaborative
Equity and diversity program and protocol
development including accessibility,
harassment and discrimination, informal
dispute resolution, and professionalism.
Quality assurance and improvement
program and protocol development
including external and institutional
accreditation, and strategy and
performance measurement.
Organizational and culture effectiveness,
learning and work environment, personal
health and well-being program and protocol
development.
Staff: Accreditation Coordinator

Staff: Administrative Assistant
and Student Assistant

Advancement
Manager
The Advancement Unit functions are:
Develop and secure external financial
support NOSM initiatives including but
limited to financial aid, research,
sponsorship
Process charitable donations for
contributions to financial aid and
sponsorship
Provide administrative support for the
Board Advancement Committee
Public relations, donor stewardship and
cultivation
Act as liaison with the Host University
Advancement Offices
Provide Alumni services and events to
learners and graduates to continue
engagement with NOSM.
Staff: Officer, Coordinator

Governance

Secretary to Board, Academic Council & Joint Senate

This office is responsible for coordinating
and facilitating the activities of the Board of
Directors, the Academic Council, and their
various committees, to ensure the effective
and efficient operation of the School's
bicameral system of governance. The
Secretary works closely with the Chair of
the Board, the Chair of the Academic
Council, the host University Presidents, and
committee chairs, to provide advice and
guidance on strategy, policy and process.
The Secretary is responsible for ensuring
there is effective liaison among the
decision-making bodies and Executive
Group. The Secretary to the Board also
ensures effective communication with the
Hospital Stakeholders.
Secretary to the Board, Academic Council
and Joint Senate Committee is responsible
for providing secretarial and administrative
assistance to the Board, Academic Council
and Joint Senate Committee, and their ad
hoc and standing committees. This includes
organization, preparation, and distribution
of agendas and supporting documentation,
writing reports and minutes of meetings,
and disseminating policy and information to
the Board, Academic Council, Joint Senate
Committee, and the University community.

Administrative Assistant: Provides support to
unit, conducts tours, handles promotional items.
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