POSITION SUMMARY
QUEEN’S UNIVERSITY - GENERAL STAFF
POSITION TITLE: Associate Director / Practice Manager
DEPARTMENT: Health Counselling and Disability (Regional Assessment and Resource
Centre)
POSITION NUMBER: 00500099
GRADE: 10
EFFECTIVE DATE: June 17, 2014
JOB SUMMARY:
Reporting to the Director of the Regional Assessment and Resource Centre (RARC), the Associate
Director oversees all aspects of the service provision within the RARC. The Associate Director
ensures the quality of services provided to students, oversees and assists with all graduate and
continuing education programs, and promotes a positive and supportive working environment.
In addition, the Associate Director acts as a Psychologist within the RARC, providing
psychological assessment and ongoing psychological and educational counselling to adults who
have learning or attention problems that are interfering with their performance at the postsecondary level.

KEY RESPONSIBILITIES:











Develop, co-ordinate, supervise and monitor, orientation, pre-training and placement
programs for graduate and post-graduate trainees involved in practicum and internship
training in accordance with CPA standards and criteria.
In cooperation with the manager, organize, manage and co-ordinate the activities of
the RARC, including staffing, service-delivery, and continuing education programs.
Provide a strong leadership role in furthering the goals of the Centre, and in developing
and fostering professional, innovative and effective assessment and intervention
programmes for students served by the Centre.
Co-ordinate, support and conduct research into causes, treatment, and best practice
issues regarding disabilities evaluated at RARC.
Co-ordinate and oversee program evaluation activities as part of the quality assurance
aspects of service delivery at the RARC.
Foster and promote a strong scientist-practitioner model of clinical service and
education, furthering the reputation of RARC as a Centre of Excellence in training and
service delivery.
Provide support and expertise to the Director on specific issues such as long-term
planning, graduate training, improved internal communication, and staff management.
Provide assessment and counselling services to students attending the RARC. This
includes diagnosis of specific disabilities using appropriate psychological and
educational tests, and interpretation of the results of these assessments; writing
detailed reports making diagnoses, and recommending remedial strategies, academic
accommodations and programming for students with disabilities; and providing
counselling and support to students as needed.
Plan, prioritize and manage the work of employees, providing strategic and tactical
advice, guidance and coaching. Identifies the need for staff resources, participates on
staffing committees, and makes effective recommendations regarding employee
selection.





Manage performance by establishing performance standards, reviewing and evaluating
performance and conducting formal performance reviews on an ongoing basis.
Assess staff training and development needs, and ensures that employees receive
training required to improve and sustain successful performance.
Investigate, address and resolve employee/labour relations issues, including making
decisions regarding disciplinary and discharge matters.

REQUIRED QUALIFICATIONS:









A doctoral degree in Clinical or Educational Psychology and a minimum of five years
relevant experience in assessment and counselling.
Knowledge of management principles, and experience in their application.
Demonstrated strong human relations skills, including supervisory and leadership skills,
with the ability to foster a team approach to service activities.
Knowledge of relevant counselling techniques for dealing with this population of
individuals.
Knowledge of appropriate assessment methods to diagnose the cause or causes of
reported difficulties.
Sound knowledge of disability issues gained through an academic programme of study as
well as on-the-job experience (at least one year)
Sound knowledge of institutional support systems and resources across the province.
Satisfactory Criminal Records Check and Vulnerable Sector Screening required

SPECIAL SKILLS:











Excellent communication skills (written and oral), including assertion and tact.
Excellent organizational skills
Demonstrated strong leadership skills, an interest in developing and sustaining an
effective, professional team dedicated to innovation and to the highest possible
standards in the delivery of services to students.
Strong interpersonal skills
Excellent problem-solving ability and analytical reasoning skills.
Excellent technical skills such as administration of psychological tests
Ability to work efficiently and effectively under pressure
Ability to work independently with minimal supervision
Sound knowledge of Ontario Human Rights legislation and Charter of Rights
The ability to determine appropriate accommodations for students with
disabilities.

DECISION MAKING:








In consultation with the Director, make budgetary and resource allocation decisions,
including determining Service priorities. Determine how best to allocate limited time and
resources to serve the client population.
Differential diagnosis: determine if student has a learning disability or some other
condition that is interfering with his/her ability to learn.
Determine types of supports required for the individual both within and outside the
Queen’s student population.
Determine most appropriate types of accommodations required by the individual.
Choose appropriate diagnostic tools for assessments.
Evaluate job candidates and make effective recommendations on suitable hires.
Make decisions and/or effective recommendations regarding transfers and promotions.





Evaluate 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.
Assess investigation outcome of grievances and makes effective recommendations on
appropriate course of action or next steps on grievances.
Make effective recommendations on level of discipline up to discharge and probationary
termination

SIGNATURES:
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Incumbent

Manager

Department Head/Director or Designate

