QUEEN’S UNIVERSITY SUPPORT STAFF
POSITION SUMMARY

POSITION TITLE: Graduate Program
DEPARTMENT: School
POSITION NUMBER:

Assistant

of Nursing

32601-001

EFFECTIVE DATE:

GRADE: 5

Job Summary:
Reporting to the Director of the Master’s of Science – Healthcare Quality, the incumbent
is responsible for providing administrative and secretarial support for all aspects of the
Program. Acts as departmental resource person for the Program. Screens and prioritizes
problems for referral to the Director of the program.
Key Responsibilities:
Responds to student inquiries. Advises students on program issues and make referrals to
appropriate university departments as required. Communicates all issues to the Director
of the Program as necessary.
Arranges all travel associated with the program including the yearly trips to
Herstmonceux, UK for students and faculty.
Provides secretarial and administrative support to the Director - arranges appointments,
maintains schedules, screens calls, drafts routine correspondence for the Director
signature. Provides support to related committees including circulating information,
recording minutes, arranging meetings and project work.
Coordinates recruitment plan, (under the direction of the Graduate Coordinator and the
Director of the Program) including attending the conferences and fairs, prepares
documents for recruitment purposes (ex: brochures, flyers, etc.), maintains database of
interested applicants and forwards mailings at scheduled intervals: responds to general
inquiries for information.
Website management for the Master’s Program and course outlines. Ensure that these
websites are current. Responsible for collecting course outline material and posting to
the department’s website.

Required Qualifications:
A minimum of two-years of post-secondary education in business administration or an
equivalent combination of education and experience.
Previous relevant experience in an office and service environment required.
Thorough knowledge of academic regulation and degree requirements with a broad
knowledge of the university and available resources considered an asset.
Proficient with computers and a variety of software packages.
Special Skills:
Excellent oral and written communication skills to interpret regulations and convey this
information to students.
Excellent interpersonal skills for dealing with a wide variety of individuals in a helpful
and professional manner,
Discretion in handling confidential material such as course evaluation, mark sheets,
medical notes, personal issues etc.
Analytical and problem-solving skills to resolve administrative problems, enhance policy
decisions, and improve overall efficiency with the undergraduate program.
High degree of initiative, with minimal supervision.
Organizational and time-management skills. Ability to focus in spite of many different
duties and frequent interruptions. Ability to set priorities within a demanding schedule.
Office and computer skills including advanced knowledge of word processing software
and familiarity with spreadsheet and database programs. Ability to learn new software
packages as required. Exposure to and familiarity with the web will be considered an
asset.
Excellent proof-reading skills.
Decision Making:
Prioritize work and time and decide what is the most important task among several.
Decides the appropriate action required for students who have a question or problem and
when to involve the Director or Graduate Coordinator.

Provides information and advice to students, staff and others. Determine the best way to
present answer and decide whether question should be redirected to others.
Determines what information to reveal regarding confidential material such as medical
notes, marks etc. ensuring conformity with the Registrar’s policies and the Freedom on
Information and protection of Privacy Guidelines.
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