
Faculty Office Unit 
Recommendations

In support of the Faculty’s efforts to 
develop a Strategy for Excellence, 
Equity & Enrichment in Service
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Introduction & Context

As part of a phased approach to SEEES solutions design, emerging challenges and
opportunities most closely connected to Faculty Office core functions (i.e. Finance, Human
Resources, Communications & Marketing, Student Support, and Advancement) have been
prioritized for discussion and solutions development/implementation.

Between July – Sept 2021, focus groups were hosted to explore these topics, resulting in 62
staff participants with representation from 29 FAS departments and units.

Additionally, parallel ThoughtExchanges captured asynchronous feedback and allowed flexible
options for those who wished to participate but were unable to attend focus groups, resulting
in: 142 total staff/faculty participants (non-unique); 84 thoughts shared; and 889 ratings.

This summary outlines key learnings from these conversations, along with each unit’s top two
recommendations and anticipated benefits for departments.

Faculty Office units have begun implementing recommendations as part of “Phase One” of
SEEES solutions design (see pages 17 & 18 for a summary of key touchpoints with
departments).
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OVERALL Key Learnings

 The need for more consistent, easy-to-access information and resources.

 The need for more frequent, intentional and strategic touch-points
between Faculty Office units and departments, particularly with respect to
process changes and onboarding support.

 Related to the above point, the need for enhanced
training/education/resources to support the onboarding process and to
increase overall efficiencies.

Throughout most focus groups and ThoughtExchanges pertaining to Faculty Office core
functions, several common themes emerged, namely:
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Key Learnings - FINANCE

 A shared support model could be helpful for smaller departments,
particularly with respect to ongoing transactional functions such as
procurement services (ie: acQuire) and the ERS.

 Shared support partners would need to be knowledgeable and well-
integrated into depts.

 All departments could benefit from: “go-to” contacts for specific
finance functions and increased overall role clarity; more (easier to
access) standardized operating procedures, checklists, and workflows;
assistance/guidance with training, onboarding and granting
permissions/access to key systems.

 More support is needed for those in research finance.

 Communities of Practice or opportunities for best
practice/information sharing/practical problem solving among
smaller groups would be widely appreciated.
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Key Learnings – HUMAN RESOURCES

 “Excellent HR support” is defined by: proactive approaches with the
“user-journey” in mind; clarity of information and processes;
consistency and continuity; transparency; responsiveness (and
timeliness of responses); approachability and willingness (on the part
of HRAs/HRSRs) to “go the extra mile” to find answers.

 Streamlining and/or automating key processes (eg: submitting
multiple forms with similar information) could help to reduce
administrative capacity strain and increase overall efficiencies.

 More frequent, regular touchpoints between HR teams and FAS
departments would be helpful and appreciated. Additionally, either as
part of these meetings or separately, departments could benefit from
opportunities to share HR best-practices amongst each other.

 Process changes need to be communicated more effectively and
consistently across the Faculty. The above point re: more frequent HR
touchpoints with departments could help to address this.
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Key Learnings – COMMUNICATIONS & MARKETING

 Shared and/or enhanced MarCom support for departments would be
particularly appreciated with respect to managing social media and
websites (guidance on strategy, implementation, maintenance etc).

 Navigating the balance of “department voice” and staying true to the
Queen’s/FAS brand is a common challenge. Guidance/support would
be appreciated in this area.

 Related to the above, departments would appreciate increased
access to strategic planning guidance/expertise.

 Easily accessible Faculty-wide marketing templates/graphics/visual
identity standards could help streamline content creation and ensure
consistency across departments.

 Increased opportunities for cross-department collaboration could
help to streamline/strengthen FAS MarCom efforts overall.
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Key Learnings – STUDENT SUPPORT

 Student support should be: friendly, student-centric, personalized,
timely, patient, proactive, and empowering.

 More consistency is needed between depts, both in terms of
information sharing and approach to handling certain elements of
student support (eg: Academic Integrity or Accommodations).

 Central services are a key to ensuring consistency and equity across the
board.

 Shared approaches to support could be particularly helpful with
respect to Academic Integrity, Student
Accommodations/Considerations and Experiential Learning.

 Departments are best equipped (and best positioned) to handle
course/program-specific information (eg: course registration, plan
advising).

 Additional training for staff and instructors in certain areas (eg:
accommodations, academic advising) could help to enhance the
student experience and increase staff capacity.
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Key Learnings - ADVANCEMENT

 More regular touchpoints with Dept Managers/Administrators and
identifying key Advancement contacts within each unit would help
to foster stronger, more productive relationships (for both staff and
alumni).

 Related to the above, department input/involvement in the early
development stages of new ideas/processes is key to successful
programming and positive working relationships.

 As a Faculty, we need to focus on the holistic student-to-alumni
journey, and departments need training/education/support to
understand this and more intentionally leverage key touchpoints.

 Role clarity is needed for both internal and external stakeholders,
both in terms of who to contact in FAS Advancement and in
departments.

 Personal connections (particularly at the department level) are
essential for effective alumni/donor engagement.

9



Faculty Office Recommendations:
JOINT

To address the overall key learnings outlined on the previous pages, Faculty Office units* have
developed the following joint recommendations:

Recommendation/Priority Start Date End Date *Anticipated Benefits for Depts*
Develop a joint SharePoint site, where all Faculty Office 
units work collaboratively to build/update SharePoint pages 
to house information, tools, knowledge for various topics 
with a view to ensuring a consistent approach and a more 
effective employee experience.

1-Jan-22
(planning)

1-Mar-22
(launch)

Ongoing

- Easier access to key information.
- A more consistent employee 

experience.
- Increased consistency of information 

across FAS units.
Expand existing monthly FAS Managers/Administrators 
meetings (currently focused on HR and Finance) to 
strategically include updates/content from all Faculty Office 
units as required. 

1-Jan-22 Ongoing

- Timely updates with a focus on most 
relevant information (eg: process 
updates).

- Increased consistency of information 
across FAS units.

Collaborate on monthly (and/or pre-recorded) practical 
training and development opportunities whereby Faculty 
Office units provide training on various job specific 
topics/best practices.

1-Feb-22 
(planning)

1-May-22 
(launch)

Ongoing

- Enhanced training and onboarding 
support.

- Increased efficiencies via employee 
skill-building.

- Increase role/process clarity for key 
functions. 

- Increased consistency of information 
across FAS units.

*i.e., Finance, Human Resources, Communications & Marketing, Student Services, Arts & Science Online, Advancement, and the
Industrial Relations Centre (IRC).
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Faculty Office Recommendations: 
TOP TWO BY UNIT

Faculty Office Unit Recommendation/Priority Start Date End Date *Anticipated Benefits for Depts*
Finance Replace vacant Research Grants Coordinator 

position; incumbent to work with Associate 
Dean, Research to identify smaller academic 
departments in need of dedicated research 
support. 

1-Nov-21 Ongoing

- Enhanced research finance support 
for smaller departments - pilot 
approach.

- Increased opportunities for 
collaboration, best-practice and 
information sharing between FAS 
research support staff in all depts.

Reassess/realign responsibilities for existing 
FAS Financial Analyst position as part of a pilot 
approach to providing dedicated, centralized 
financial administrative support with key 
financial processes/functions (eg: acQuire 
payments and purchasing) for smaller academic 
departments.

As part of this work, explore 
opportunities/capacity to provide regular 
monitoring of use of trust and endowment 
funds by the academic units to encourage 
timely use of donor funding and to identify 
opportunities to leverage trust and endowment 
funds to cover operating costs.

1-Dec-21 31-May-22*

- Enhanced finance support for 
smaller depts struggling to keep up 
with key processes/functions (eg: 
acQuire) - pilot approach.

- Enhanced trust and endowment 
fund monitoring and support - pilot 
approach. 

*Identification of departments to be supported in pilot approach to be complete by May 31, 2022. FAS Financial Analyst to assist
with updating access and approval authorities, developing operating procedures, and delivering training on an ongoing basis.

Individual units have developed 3 – 5 recommendations each. Below are each unit’s top two priorities
for implementation:
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Faculty Office Recommendations: 
TOP TWO BY UNIT

Faculty Office Unit Recommendation/Priority Start Date End Date *Anticipated Benefits for Depts*
Human Resources - Work with IT and central HR to streamline 

onboarding and provisioning for staff and 
faculty. These changes should greatly simplify 
and speed up the process of granting NET ID, 
email, onQ, MYHR, and VPN access, etc. 

- Develop Onboarding resources for new staff 
and faculty.*

- Work with Director, EDII to strengthen 
inclusive and equitable employment 
initiatives. 

1-Dec-21 30-Jun-23

- Simplified/streamlined onboarding 
and provisioning processes for staff 
and faculty (eg: granting NET ID, VPN 
access). 

- Earlier systems access for Term 
Adjuncts (up to 30+ days before start 
date). 

- Enhanced onboarding support.
- A more consistent employee and 

faculty experience.
- Increased consistency of information 

across FAS units.

- More equitable and inclusive 
recruitment and onboarding 
processes. 

- Enhanced EDII support and 
resources for new employees. 

- Recruit for a new Senior Staffing Officer –
focus for providing operational leadership in 
human resources activities and initiatives 
related to staffing for academic faculty within 
the FAS.

1-Jan-22 31-Mar-22

- Enhanced support for academic 
recruitment initiatives. 

*NB: Hiring a Senior Staffing Officer is a pre-requisite for this work as first phase of this project will require the Manager, 
Staffing to dedicate time to managing the Term Adjunct Onboarding improvements and to dedicate this time they require 
the new Sr. Staffing Officer to complete some daily faculty staffing transactions and responsibilities. 12



Faculty Office Recommendations: 
TOP TWO BY UNIT

Faculty Office Unit Recommendation/Priority Start Date End Date *Anticipated Benefits for Depts*
Communications & 
Marketing

Utilize information / reports / 
recommendations from strategic social media 
initiatives for the Faculty Office, and share 
information with depts, units, and schools 
with respect to social media best practices, 
community building and social media listening 
and monitoring.

1-Jan-22 TBD

- Shared information on social media 
best-practices, including community 
building and channel selection, 
social media listening and 
monitoring. 

Initiate interest from depts in Communications 
& Marketing Working Group (Feb) and begin 
meetings in March. 

1-Feb-22 Ongoing

- Opportunities for collaboration, 
best-practice and information 
sharing between Communications & 
Marketing staff across all FAS units. 

Student Services Work with Arts & Science Online to determine 
efficiencies and streamline. 1-Dec-21 TBD

- Increased capacity for direct 
departmental support. 

Develop Academic Integrity resources and 
supports for departments.

1-Feb-22 1-Sep-22 - Enhanced Academic Integrity 
resources/supports. 
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Faculty Office Recommendations: 
TOP TWO BY UNIT

Faculty Office Unit Recommendation/Priority Start Date End Date *Anticipated Benefits for Depts*
Arts & Science 
Online

Determine ways to build capacity within 
departments around teaching and learning 
including educational technology, onQ
functionality and also educational pedagogy.

1-Nov-21 Ongoing

- Build capacity with instructors on 
key elements of educational 
technology, onQ functionality etc. 

- Support ways to ease navigation for 
end users in onQ.

- Continue to reinforce high quality 
course design.

- Develop supported and reciprocal 
relationships with departments.

- Support unique departments needs.
Review ASO services to determine possibilities 
to centralize services either at the Faculty level 
or central services.

1-Nov-21 1-Dec-22

- Increased ASO capacity for direct 
departmental support. 

- Reduce points of contact for 
students and instructors (e.g., one 
stop shop). 

- Develop stronger networks with 
departments and faculties

IRC Work with academic units to support non-
credit/professional development/micro-
credential programming.

Fall 2021 Ongoing

- Augment traditional education 
pathways/increase Queen’s program 
accessibility for diverse audiences. 

- Promote lifelong learning.
- Support alternative revenue 

generation. 
- Raise profile of academic units. 
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Faculty Office Recommendations: 
TOP TWO BY UNIT

Faculty Office Unit Recommendation/Priority Start Date End Date *Anticipated Benefits for Depts*
Advancement Work with Dean Crow and other 

representatives to share FAS fundraising 
priorities with depts to ensure 
clarity/understanding (Faculty priorities vs. 
departmental).  

TBD TBD

- Increased alignment and therefore 
increased opportunities for 
departments to benefit from central 
Advancement support.

- Increased consistency of information 
across FAS units.

Identify and implement a stronger support 
system for departments related to 
advancement activities (namely: support for 
reporting and tracking trust and endowment 
spend activity; strategic advising for 
fundraising; more-regular touchpoints; support 
for department alumni communications and 
events).

TBD TBD

- Enhanced support for trust & 
endowment fund tracking and 
reporting.

- Customized guidance and advice on 
effective fundraising strategies. 

- More frequent touchpoints, and 
therefore more opportunities for 
early dept input into overarching FAS 
Advancement strategy.

- Enhanced support for alumni 
communications and event 
planning/delivery.
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Faculty Office Recommendations:
POSITION SYNERGIES 

A Note About Position Synergies

In addition to the unit-specific recommendations outlined above, Faculty Office units* are
considering opportunities to streamline operations and increase organizational and position
synergies between units wherever possible.

The Faculty Office currently has four or five opportunities to support and utilize staff resources
more effectively by aligning positions via function/area of expertise (eg: student services
support, finance support) to in turn serve departments better.

Ultimately, the goal is to re-think the way Faculty Office units have traditionally worked
together to function more effectively with the overall health (and priorities) of the Faculty of
Arts and Science in mind.

*i.e., Finance, Human Resources, Communications & Marketing, Student Services, Arts & Science Online, Advancement, and the Industrial Relations
Centre (IRC).
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Key, Upcoming Department Touchpoints

The following page includes a summary of key, upcoming touchpoints with departments.

Please note that this is not an exhaustive list; as outlined in the previous pages, most Faculty
Office unit recommendations/priorities will be implemented within the next fiscal year, and
departments will be notified when additional process changes and/or supports are made
available.

For example, the FAS Human Resources Team plans to work with central IT and HR to streamline
onboarding and provisioning for staff and faculty (eg: simplifying and speeding up the process of
granting NET ID, email, onQ, MYHR, and VPN access, etc). Ideally, these changes will be
implemented by June 30, 2023, with earlier systems access for Term Adjuncts (up to 30+ days
before start date) in place even sooner.
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Key, Upcoming Department Touchpoints

January February March April May

Existing monthly FAS 
Managers/Admin 

meetings strategically 
expanded to include 

updates/content from 
all Faculty Office units 

as required. 

FAS Research Grants 
Coordinator begins 

facilitating 
opportunities for 

research support staff 
across FAS to connect 

and share best-
practices via new 
Teams group and 
enhanced training 

opportunities.

Departments 
contacted re: interest 

in participating in 
Communications & 
Marketing Working 

Group.

SharePoint site with 
key info from all 

Faculty Office units 
officially launched 

with an introduction 
provided to 

department staff. 

Communications & 
Marketing Working 

Group meetings 
begin.

Departments 
identified to receive 
assistance with trust 

and endowment fund 
monitoring and 

support.

Departments 
identified to receive 
centralized financial 

administrative 
support with key 

financial 
processes/functions 
(eg: acQuire) as part 
of a pilot approach.

New practical training 
and development 

opportunities relating 
to key Faculty Office 

functions (eg: 
Advancement, HR, 
Student Support) 

officially launched.
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