NORTHERN ONTARIO SCHOOL OF MEDICINE

JOB POSTING
Competition Number:

2017-1122-GC

Position Title:

Coordinator, Special Projects (Dean’s Office
0.6, PGE 0.4)

Unit:

Office of the Dean

Location:

Sudbury

Number of Positions:

1

Term:

Ending April 30, 2019

Terms and Conditions:

As per OPSEU Local 677 (Unit 2) Collective Agreement

Competition Closing Date:

November 15, 2017

Reporting directly to the Manager, Program Development and Strategic Initiatives and indirectly to a
Manager, Postgraduate Education (PGE), the Coordinator, Special projects plays an important role in
advancing the strategic initiatives for the Dean’s Office and PGE portfolio. The position performs complex
administrative and coordination tasks and supports the manager in ensuring initiatives are on time and on
budget, tracking of financial aspects of initiatives, reporting to funders is effective and on-time and
communication and relationships are maintained with partners.
Specific Projects include, but are not limited to:






The Academic Health Sciences Integration Initiative: This initiative will redefine NOSM’s
relationship with both Health Sciences North and the Thunder Bay Regional Health Sciences
Centre. This project is led by a steering committee of Associate Deans from NOSM and hospital
VPs, and reports periodically to the three (3) organizations’ CEOs. A complex work plan exists for
three thematic working groups to advance work under three (3) themes.
Recruit and Retain – Making it Work: NOSM is coordinating a recruitment and retention
initiative in Nunavut, and collaborating with partners in Northern Europe to develop
recommendations for recruitment and retention of health professionals in rural and remote areas.
This initiative will culminate in a conference-style event in September 2018 and the release of
recommendations and guidelines in January 2019. This initiative is funded by the European
Union and has unique reporting requirements.
Postgraduate Portfolio Initiative: The scope of tasks and projects that will be assigned by PGE
will focus on initiatives including, but not limited to implementation and evaluation of CompetencyBased Education within the Family Medicine and Royal College Specialty residency programs
postgraduate policy development and revision, and overall continuing quality improvement
activities.

This position is covered by the Terms and Conditions of the OPSEU Staff Unit 677 Collective Agreement.
A copy is available at: www.nosm.ca/careers.
RESPONSIBILITIES
Tasks may include, but are not limited to the following:











Provides project management support to the manager by maintaining project and communication
plans, service contract and financial accountability documentation and monitoring progress on
key milestones and deliverables.
Tracks project expenditures and prepares activity and expenditure reports for funding agencies
(including Provincial Ministries, the Government of Canada, the European Union, and Indigenous
Organizations).
Coordinates and administers surveys, questionnaires, and other data gathering methods;
contributes to the design of such tools in collaboration with other project personnel and partners.
Communicates with working groups and stakeholders to ensure project activities are advancing
according to project plans and deliverables are tracked.
Organizes and coordinates the scheduling of steering committee, working group and senior
executive meetings, preparing and distributing materials in a timely manner and minute taking.
Collaborates with CEPD office on planning a faculty development event and the planning of a
recruitment and retention forum in 2018 and other school events.
Coordinates complex tasks such as initiating correspondence and reports for internal and
external stakeholders, preparing reports, maintaining databases and web pages.
Drafts procedural documents and templates a required.
Performs other duties as assigned.

QUALIFICATIONS
Education


A University degree in Health Sciences or Business from a recognized university with Canadian
accreditation or an equivalent combination of education and experience is required.

Knowledge, Skills and Abilities

















Minimum of three (3) years of related experience is required
Knowledge of the medical education or post-secondary education environment
Knowledge of Quality Improvement Methods is an asset
Proficiency in survey design and evaluation methodologies
Proficiency in the use of computer systems and software (i.e. Windows, Databases, Excel,
Internet, Email, Microsoft Office, etc.)
Project Management skills to multi-task and work concurrently on various projects with tight
deadlines
Organizational skills to work and thrive in a fast paced, multi-tasking environment
Verbal and written communication skills to present material and reports for professional and
executive audiences or the public
Analytical and problem solving skills to identify project issues, make multiple assessments,
identify key issues and cause and effect relationship and arrive at a solution.
Ability to use tact and diplomacy to resolve conflict and maintain constructive working
relationships
Ability to coordinate special events
Ability to put forward ideas for new approaches and/or improvements in existing processes
Ability to work independently and as a team player in meeting deadlines
Ability to work in a consultative and collaborative fashion within the Dean’s Office and other units
and teams to further the overall school strategic objectives
Ability to work within established organizational practices, protocols and policies
Ability to travel when required.

Language



Must be able to communicate effectively in English (verbally, written and comprehension)
French/Indigenous language skills would be considered asset

Interested candidates are invited to submit a resume along with verification of academic accomplishments
quoting the competition number #2017-1122-GC no later than November 15, 2017 at 4:00 pm to:
Northern Ontario School of Medicine
Attention: Human Resources
935 Ramsey Lake Road, Sudbury, Ontario P3E 2C6
Email: HR@nosm.ca
Fax: (705) 671-3880
The Northern Ontario School of Medicine offers accommodation for applicants with disabilities throughout
its recruitment processes. If you require accommodation during the recruitment process, or require an
accessible version this posting, please contact Human Resources via email at hr@nosm.ca.
The Northern Ontario School of Medicine invites applications from all qualified individuals. NOSM is
committed to employment equity and diversity in the workplace and welcomes applications from women,
visible minorities, Indigenous people, persons with disabilities, and persons of any sexual orientation or
gender identity.
While all responses are appreciated and will be handled with the strictest confidence, only those being considered for
interviews will be acknowledged.

