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POSITION TITLE:  Assistant Director, Institutional Research and Planning 
DEPARTMENT: Office of Planning and Budgeting 
 
GRADE: 11         Closing Date:  April 8, 2018 
 

Click HERE To Apply 
 

 
JOB SUMMARY: 
Queen’s University is seeking an experienced IR professional for the position of Assistant Director, 
Institutional Research and Planning. Reporting to the Director, Institutional Research and Planning, this 
role is a great fit for someone with experience in both team and project management, data analysis, 
applied research, and policy development. 
 
This role offers the opportunity to work in collaboration with educational institutions across Canada to 
develop IR best practices and to play a role in policy development at both the National and Provincial 
levels.  
 
If you thrive on working on a diverse set of meaningful projects (e.g. assessment and evaluation, 
surveys, and policy) and want the opportunity to work with a superb and talented group of colleagues at 
a remarkable institution, we strongly encourage you to apply.  
 
KEY RESPONSIBILITIES:   

 Providing operational direction to the institutional research and planning functions at Queen’s, 

including annual workplan development and monitoring; facilitating smooth project operation; 

performing technical and analytical functions in selected projects; and working collaboratively with 

research clients, university staff/faculty and other project stakeholders; 

 Working with the Director in identifying and assessing university research and planning priorities and 

generating annual workplans that reflect these priorities to the extent possible; 

 Managing the data collection, analysis, monitoring and reporting activities necessary for the Strategic 

Framework and its component plans, the Strategic Mandate Agreement, cyclical academic program 

reviews (QUQAPS), university rankings exercises (QS, THE, ARWU, Canadian media outlets), CUDO 

(the common Ontario university data set); MAESD submissions (particularly the OUGS sample frame) 

and U15 Data Exchange projects; 

 Ensuring selected OIRP responsibilities under the Administrative Student Survey Policy are fulfilled 

(e.g. system administration, sample draws, posting of survey schedules); 

http://clients.njoyn.com/CL4/xweb/xweb.asp?clid=74827&page=jobdetails&jobid=J0318-0649&BRID=EX73197&SBDID=21722&LANG=1


Page 2 of 4   

 

 Adapting project plans and staff responsibilities to accommodate unplanned changes in university 

priorities including special projects and assigning or undertaking ad hoc information/analysis requests 

from internal and external clients; 

 Managing OIRP data development, assembly and reporting responsibilities associated with the annual 

university operating budget cycle; 

 Assuming primary analytical responsibility using, revising and maintaining selected budget model 

components (master drivers model, cross-teaching model, tuition compliance/projection model, 

driver elasticities model); 

 Attending meetings of the COU Council on University Planning and Analysis (CUPA) and managing the 

allocation of workflow resulting from CUPA initiated research; 

 Assessing and recommending the adoption of new computing, data management, analysis and 

reporting strategies reflecting both technological advances and evolving OIRP and university needs; 

 Working toward ever more effective internal and external reporting content and formats consistent 

with informational/educational, regulatory compliance and advocacy objectives; 

 Identifying and recommending improvements to university budget processes and models; 

 Identifying, assessing, recommending and when approved, implementing new OIRP project 

responsibilities as these relate to Office and university priorities; 

 Planning, prioritizing and managing the work of OIRP analysts and providing them with strategic and 

tactical advice, guidance and coaching; 

 Identifying the need for staff resources, participating on staffing committees, and making effective 

recommendations regarding employee selection; 

 Managing staff performance by establishing performance standards, reviewing and evaluating 

performance and conducting formal performance reviews on an ongoing basis;  

 Assessing staff training and development needs, and ensuring that employees receive the training 

required to improve and sustain successful performance; 

 Investigating, addressing and resolving employee/labour relations issues, including disciplinary 

matters; and making decisions or effective recommendations on matters involving possible discipline, 

discharge and probationary termination; 

 Undertaking other duties including special projects, as assigned. 

REQUIRED QUALIFICATIONS:   

 A Master’s degree in a relevant discipline or professional program; 

 Eight to ten years’ of progressively responsible work experience in an applied research environment 

in government, the post-secondary sector (preferably in an IRP setting and preferably in Ontario), 

consulting or another environment affording comparable exposure to and competence in the stated 

analytical, planning and project management areas; 

 In-depth knowledge of research design, instrumentation and project management; 

 A good understanding of statistics (including multivariate/inferential) and competence using 

statistical software (e.g. SAS, SPSS); 

 Expertise in using analytical and reporting software (e.g. Excel, Tableau); 

 Familiarity with budgeting principles, analytical techniques and processes; 
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 Experience managing major research projects - both design and execution – involving multiple staff 

and departments; 

 Familiarity with (or evidence of the ability to learn about) central administrative systems (e.g. 

PeopleSoft) operations and capabilities, sufficient to understand data availability and relevance to 

OIRP projects; 

 Familiarity with such university-specific issues/policies as operating grants, tuition and fees, student 

and faculty analyses, academic program reviews, strategic and operational performance metrics, 

and government and other external reporting requirements; 

 Familiarity with public sector policy, planning and decision-making processes; 

SPECIAL SKILLS: 
 Excellent strategic planning and leadership skills; 

 Superior analytical and problem solving skills with an ability to compile and interpret data from a 

variety of sources, select appropriate methods of analysis, monitor emerging trends and issues and 

disseminate information; 

 High motivation with a proven ability to achieve results as well as anticipate, analyze and solve 

problems and implement solutions; 

 Knowledge of survey research theory, survey project design and analysis; 

 Exceptional interpersonal skills to deal with various constituents throughout the university; 

 Excellent communication (oral and written) skills, including the ability to listen and problem solve 

independently and creatively.   Must have the capacity to understand, assimilate and reconcile 

complex situations; 

 Excellent organizational and administrative skills with the ability to manage multiple demands and 

execute on competing priorities; 

 Ability to organize and control a demanding schedule of conflicting priorities and deadlines; 

 Advanced computer skills combined with the ability to leverage technology to increase the efficiency 

and effectiveness of standardized and ad hoc reports. 

 
DECISION MAKING:  

 Participates in determining the Office’s annual project work plan and staff assignments; 

 Makes decisions and exercises judgment to effectively manage Office projects on a day-to-day basis 

in line with the work plan and emerging issues, including resolving bottlenecks and staff 

(re)assignments; 

 In conjunction with the Director, determines and recommends long-term research priorities and 

opportunities, data management strategy and analysis and software requirements/plans consistent 

with current and anticipated Office project responsibilities; 

 Determines when to adjudicate straight-forward requests and when to refer or make 

recommendations on complex requests to the Director; 

 Identifies and implements technological enhancements to data and information processing systems. 

Assesses impacts of changes in order to develop optimal solutions to benefit the institution. 

 Evaluates job candidates and make effective recommendations on suitable hires; 

 Makes decisions and/or effective recommendations regarding transfers and promotions; 
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 Evaluates employee performance and decides on appropriate training or coaching to address lack of 

proficiency in carrying out responsibilities, or remedial action for staff disciplinary situations; 

 Assesses investigation outcomes of grievances and makes effective recommendations on 

appropriate courses of action or next steps on grievances; 

 Makes effective recommendations on level of discipline up to discharge and probationary 

termination. 

CLOSING STATEMENT: 
 
The University invites applications from all qualified individuals. Queen’s is committed to employment 
equity and diversity in the workplace and welcomes applications from women, visible minorities, 
Aboriginal Peoples, persons with disabilities, and persons of any sexual orientation or gender identity. In 
accordance with Canadian Immigration requirements, priority will be given to Canadian citizens and 
permanent residents. 
 
The University provides support in its recruitment processes to applicants with disabilities, including 
accommodation that takes into account an applicant's accessibility needs. Candidates requiring 
accommodation during the recruitment process are asked to contact Human Resources at 
hradmin@queensu.ca 


