POSITION SUMMARY
QUEEN’S UNIVERSITY - GENERAL STAFF
POSITION TITLE: Coordinator – Middleware
DEPARTMENT: Information Technology Services
POSITION NUMBER: 00501017
GRADE: 10

EFFECTIVE DATE: July 26, 2013

JOB SUMMARY:

The incumbent is responsible for planning the activities of the Unit and Functional teams, direct
management of the professional staff, and providing leadership to meet operational and/or
project requirements. The incumbent as a member of the Coordinator Team develops and
maintains a strong cooperative team and work environment, is responsible for ensuring that IT
solutions and services meet stakeholder requirements, fulfills University ITServices goals, and
conforms to architectural and service standards. As Coordinator, the incumbent provides
leadership to a Functional team providing development, implementation and delivery of IT
solutions.
Supporting the mission and goals of Information Technology Services, the Coordinator’s Team
works together to determine a unified approach to ensure consistent, integrated planning and
delivery of infrastructure and services, and consistent management across all ITS teams.
Reporting to the Associate Director - Infrastructure, the incumbent is responsible for:
Application Server environments
Directory Services
Identity Authentication and Authorization
Single Sign-On access
Central database infrastructure and operations
The middleware team is responsible for delivering and maintaining systems and frameworks
that support the enterprise services at Queen's University. This includes systems for
managing identity, single sign-on authorization and authentication, directory and relational
database data stores, web servers, proxies and enterprise grade application servers. These
middleware services, in concert, provide a strong foundation to build, deploy and maintain the
enterprise grade applications that service the business needs of the university.
DUTIES AND RESPONSIBILITIES:
Planning and Direction

The Coordinator is responsible for the development and oversight of project/operational and
budget plans within their specific areas of responsibility. The Coordinator ensures alignment to
the strategic objectives of the department, to ensure their area(s) is meeting ITServices goals.
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Determine functional requirements including the development and tracking of evaluation
criteria, and select appropriate solutions to fulfill the requirements.
Supporting the mission and goals of Information Technology Services, the Coordinator Team
works together to establish a unified approach to ITServices and campus-wide strategies.
Human Resource Management

Management of plans and priorities for the Functional Team, providing strategic and tactical
guidance and coaching. Identifies the need for staffing resources, participates in developing
staffing plans, and makes effective recommendations regarding employee selection.
Deploys the established ITS performance management program in their Functional Team, and
manages individual and team performance by establishing goals, determining performance
standards, and engaging in formal performance development processes.
Assesses staff training and development needs, and ensures that employees receive training and
are provided with development opportunities necessary to improve and sustain performance.
Investigates, addresses and resolves labour relations and disciplinary matters. Initiates
disciplinary action, and makes decisions or effective recommendations on suspensions and
dismissals.
Operational Management

Proactive approach in determining appropriate tactical directions and dynamic resource
allocations in support of one or more of the major business units on campus, or the entire
University.
Effectively lead functional teams/cross-functional project teams, which may include members
from client departments.
Analyze and correlate data or business processes from multiple sources to provide direction to
their functional team and make adjustments as required to support information systems,
applications, and business process integration. Identify opportunities for improvement, and
provide input to department planning and decision making.
Required Background

Experience in leading and managing professional and technical staff in a complex, large
organization, preferably in the higher education sector.
Strong background in managing, planning and deploying a complex array of enterprise and
departmental systems, and services.
Proven ability to work effectively with both technical and non-technical people in a constructive
and professional manner in order to yield successful outcomes and quality service.
Thorough understanding of Queen’s University and ITS systems and services that are widely
used across the campus, and the ability to apply that knowledge to planning, prioritization and
daily issues.
Comprehensive knowledge of business processes at Queen’s is a desirable asset.
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University degree with concentration in computing science or related field. Consideration will be
given to an equivalent combination of education and experience.
Special Skills

As a member of the Coordinator Team, the incumbent brings knowledge and experience in
supporting or delivering an integrated array of computing and information technologies and
services, which fulfills or enables the goals of an entire university, a faculty or a department.
Ability to lead technical discussions and identify solutions, conceptualize plans, and provide
mentorship and coaching to staff in responding to an array of information system requirements
and issues as they relate to the University operation, their Functional Team(s) and the
requirements for infrastructure and support.
Ability to lead cross-functional teams to address and resolve complex issues under challenging
circumstances, in a manner consistent with departmental goals.
Strong communication (both verbal and written) and interpersonal skills, to provide active and
positive leadership for team and for successful client engagement.
Effective time management skills in order to handle a range of responsibilities under time
pressure and shifting conditions. Effectively prioritize own work and that of team members to
meet project objectives.
Capacity to adapt to a continually changing work environment and to quickly acquire new
working knowledge and skills as these become necessary. Ability to embrace new technologies
and assess their usefulness to users.
Possess judgement, tact, and foresight in order to predict trends and problems and adapt
processes to optimize outcome. Adapt to changes without compromising quality of products
and services.
Work with a “client-centred” perspective and possess customer-service instincts.
Decision Making

Determine development and support requirements, contribute to the development of strategic
plans and objectives, and participate in budget planning and decision-making as a member of
the broader ITS Leadership Team.
Assess appropriate “fit” of technical solutions relative to functional requirements, conformance
to University standards, and ability to integrate within the Queen’s IT architecture.
Plan new initiatives within the Functional Team or Unit, and upon request, technological
initiatives for other units and departments. Determine project guidelines and time lines.
Allocate time and resources such that objectives are achieved, operational requirements are
met, or to ensure project completion, based on the priority of current workloads. Make
decisions on completeness of all related development and support assignments, relative to
planning timelines and project work plans. Decide how work may be assigned based on the skill
sets, competencies and workloads of the team members. Appropriately prioritize, implement
and oversee responses to urgent or emergency situations.
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Make human resource management decisions. Determine staffing resource requirements and
team priorities and objectives; make decisions toward recruitment, interview and selection of
staff, to ensure the quality of services is both effective and aligned to planned work; evaluate
employee performance and decide on appropriate training or coaching to address staff
development, lack of proficiency in carrying out responsibilities, or remedial action for
disciplinary situations; investigate and assess grievances, and make recommendations on
appropriate course of action or next steps on grievances; makes decisions or effective
recommendations on suspensions and dismissals.
Working as a member of the Coordinator Team, determine approach to ensure all areas are
supporting each other and collectively meeting ITServices goals.
Determine when to advise or involve the senior management.
MANAGEMENT POSITIONS ONLY:
For the positions that are direct reports, answer the following questions:
1. You have the right to hire or you make the effective recommendation to do so
X YES
NO

2. You have the right to dismiss/discharge or you make the effective recommendation to do so
X YES
NO
3. You are responsible for handling disciplinary matters including issuing written warnings
X YES
NO
4. You are responsible for conducting performance appraisals
X YES
NO

SIGNATURES:

Date

Incumbent

Manager

Department Head/Director or Designate
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