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JOB SUMMARY:
The Centre for Teaching and Learning offers a variety of academic services to meet the
educational development needs of the Queen’s community. Services include individual,
departmental, faculty-wide and institutional consultations on all aspects of the educational
process at the university level, as well as provide support with curriculum and course design,
instructional and assessment strategies, all tailored to the needs and desires of the Faculty,
individual faculty members, graduate students and post-doctoral fellows. The Centre also
provides support to graduate students and faculty members wishing to develop their teaching
dossiers and support faculty in the Promotion/Tenure/Renewal process.
Reporting to the Director, the incumbent is responsible for planning, implementing and
evaluating programs and services to support the training and educational development of the
Queen’s community. Responsibilities include collaborations and consultations with faculties and
academic units to offer discipline-specific programs, the coordination and delivery of centralized
programs offered through the Centre for Teaching and Learning, and the promotion and
implementation of the scholarship of teaching and learning. The incumbent also participates in
setting the direction and influencing decisions for curriculum and educational matters, as a lead
member of the priority decision-making educational committees at an institutional level.

KEY RESPONSIBILITIES:


Review, and evaluate curriculum innovations and recommend and implement strategies for
the development and continuous improvement of comprehensive and responsive systems
of course and program review and evaluation; identify, recommend, and implement
changes for existing programs and oversee the creation of new programs for further growth
to meet the University’s strategic goals.



Plan, implement and evaluate programs and services to support the training and
educational development of the Queen’s community. Participate in setting the direction and
decision-making for curriculum and educational matters, as a lead member of the priority
decision-making educational committees at the institutional level. Contribute to the
development, planning and implementation of faculty and university wide policies and
procedures as they relate to teaching and learning.



Participate on university -wide committees including the quality assurance process; AODA
educators and for accreditation review of programs



Provide information, support and advice to students, staff, post-doctoral fellows and faculty
regarding teaching and curriculum development issues and programs; Develop and facilitate
workshops on teaching and learning for faculty; develop, coordinate, implement and
evaluate one or more programs; analyze needs and determine priorities for educational
development and teaching support.



Support departmental teaching development programs through consultations, facilitation,
workshop development; implementation and evaluation for further improvements. Provide
consultations on teaching and learning; involve teaching observations, focus groups, and/or
other teaching assessments; analyze stakeholder/departmental needs; and work with
departments to setup educational priorities.



Work as part of a team of educational development leaders and promote teaching and
learning at Queen’s; Contribute to the enhancement of the profile of the Centre for
Teaching and Learning; manage, develop, and implement communications initiatives for the
various programs and opportunities offered. Develop resources including website content
pertaining to teaching and learning; CTL publications and CTL Library. Prepare reports,
schedules and advertising for CTL. Liaise and coordinate with core support services across
the university (ITS, Library, HR, Student Affairs, SGS etc.).



Maintain knowledge of current educational development trends and translate the
knowledge gained into practice of program development and offerings.



Participate in the CTL budget development and allocation of financial resources to
programs. Oversee specific CTL program spending as it impacts the overall CTL budget.



Direct workflow to support staff/students and participate in the hiring practice.



Identify and apply for potential funding opportunities; contribute to applied research and
scholarship in the field of educational development.



Support and inform faculty members’ own educational research



Contribute to applied research and scholarship in the field of educational development.



Maintain teaching experience through workshops, guest speakers and other teaching
opportunities that arise.



Mentor and provide direction to Educational Development Faculty Associates, Student
Associates and work placement students.



Act as CTL contact regarding educational issues, and represent the CTL as a key member on
university committees related to teaching and learning; Act as CTL representative at
external events such as conferences and professional meetings. Act as back up and perform
duties of the Director as needed.

Supervisory Responsibilities


Plan, prioritize, and oversee the work of CTL staff, work-placement students, and
educational development associates on special projects.



Direct workflow to support staff (USW and students).



Participate in the hiring process of new CTL staff and faculty.

REQUIRED QUALIFICATIONS:


Doctorate is required;



Significant teaching experience at the post-secondary level;



Academic background, practical and demonstrated experience in curriculum development,
review and evaluation



Experience consulting with and coaching/advising post-secondary faculty, post-doctoral
fellows, graduate students, and staff in teaching and learning.

SPECIAL SKILLS:


Developing, implementing, coordinating and evaluating university-wide educational
development programs;



Planning and facilitating workshops on teaching and learning;



Demonstrated commitment to teaching and learning in higher education;



Demonstrated ability to engage in educational research and support faculty members in the
Scholarship of Teaching and Learning (SoTL);



Leadership ability and sound professional judgement;



Excellent project management skills;



Excellent organizational, communication (oral and written), and interpersonal skills; the
incumbent will represent CTL at all levels of the university;



Planning skills to propose new initiatives and participate in strategic planning;



Understanding of the Queen’s community including knowledge of university policies and
procedures;



Ability to work as part of team and to foster and support the creation of a team
environment;



Ability to take initiative, work independently and accommodate shifting priorities;



Ability to work with multiple stakeholders.

DECISION MAKING:


Expected to work independently, be self-directed and able to prioritize work with minimal
supervision; Utilize judgement on when to involve the Director on issues that require
decisions while providing advice and/or recommendations, or make decisions and take
action independently.



Determine recommendations and implementation strategies for the development and
continuous improvement of programs or creation of new programs to meet the University’s
strategic goals



Make decisions and offer direction on educational committees at an institutional level.
Determine requirements for the accreditation review of programs, quality assurance
process and needs of AODA educators.



Determine needs for teaching and learning development and decide how to implement
programs and services to address needs;



Determine budget requirements for CTL programs; review and provide costing information
for future budget allocations.



Plan, prioritize, and oversee the work of CTL staff, work-placement students, and
educational development associates on special projects;



Determine most appropriate strategies to use in addressing teaching and learning related
issues and concerns;



Determine content and delivery method of educational development programs;



Make appropriate decisions on how to best publicize and present information about
programs;



Determine the content of CTL resource materials, print and web-based;



Choose books and journals to purchase for library; identify and eliminate outdated
materials.



Make decisions towards workflow and hiring of support staff
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