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JOB DESCRIPTION  

Reports to Senior Director of Operations  

Terms 14-month maternity leave contract  

 

BACKGROUND: The Schlegel-UW Research Institute for Aging (RIA) is a charitable non-profit 

organization that partners with the University of Waterloo, Conestoga College, and Schlegel Villages to 

enhance the care and quality of life for older adults. Through collaborations with key partners and 

stakeholders, RIA supports practice-relevant research and knowledge mobilization. Research evidence is 

used to inform programs, education and training, and influence practice and policy. The RIA consists of 

10 research chairs, 5 specialists, affiliate researchers, and staff members with a commitment to 

improved quality of life and care across the continuum of care. 

PRIMARY PURPOSE: The Project Officer participates in the overall implementation (planning, 

development, evaluation and promotion) of RIA projects and initiatives, including developing or 

supporting to various training or education programs. The position requires a self-motivated individual 

who is able to work on one or more dynamic projects at a time, and take on additional projects as 

required. The Project Officer is expected to work independently and collaboratively with team members, 

researchers, and stakeholders to achieve project goals.  The project officer is able to give leadership to 

projects with minimal supervision, and is able to contribute as a team member to more complex 

projects and programs.   

The project officer will be responsible for managing, planning and implementing projects related to 

training, education and resources that generate revenue for the RIA; these may include: 

Murray Alzheimer Research and Education Program (MAREP): is a collaborative research and education 

program that aims to enhance well-being for individuals impacted by dementia, including people living 

with dementia, care partners, health care providers and community members. The project officer 

contributes to all aspects of the program, while working closely with a team including, people living with 

dementia, researchers and community stakeholders to achieve the strategic goals of MAREP. Projects 

may include conducting evaluations, writing reports, supporting development of educational materials 

and/or supporting research projects.    

LIVING the Dementia Journey (LDJ): is an award-winning, evidence-informed training program for those 

who support people living with dementia. Participants gain awareness and understanding that changes 

not only the way they view dementia, but also the way they support people living with it.      The project 

officer is responsible for working closely with a team to support the successful implementation of 

program delivery (registration, overseeing program logistics and coordinating Master Trainers), 

development of business processes, marketing and making program adaptions for various audiences  
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KEY ACCOUNTABILITIES:   

1. Project Implementation: Give leadership to the day-to-day operations and completion of RIA 
projects and activities in accordance with strategic goals, work plans, and contracts.  Support the 
development of project/program implementation plans and work collaboratively with 
stakeholders to develop and deliver education and training programs.  Document and maintain 
project files to maximize information sharing and to facilitate team communication.   

2. Teamwork and Consultation: Work as a collaborative RIA team member to support RIA projects.  

Pro-actively and regularly communicate with project teams, stakeholders and/or researchers 

regarding the day-to-day project operations, including obstacles and challenges as they arise, 

and contribute to project goals and problem solving.  Manage diverse stakeholder contributions 

and tailor responses to their requests to meet their needs.   

3. Knowledge Translation: Facilitate the dissemination of project information and findings. This 

could include presentations, development of promotional tools, webpages, and contributing to 

manuscripts and reports. Participate in internal and external committees, work groups and 

projects, as required. 

4. Supervision and Mentorship: Provide guidance to staff and/or students to complete assigned 

tasks.  

5. Communication: Strong writing and verbal communication skills (including the use of plain 

language) to interact and communicate with project teams, partners, and stakeholders, and 

prepare and deliver knowledge mobilization products.  As needed, maintaining content and 

oversee design of websites for projects or products. Must be able to maintain confidentiality 

and communicate with diplomacy and tact.  

6. Other:  Take on a variety of RIA projects and activities, as they arise.  Manage committees, 

working groups and communities of practice, which may include chairing, agenda development, 

overall coordination, minute taking, and moving strategic objectives forward. 

POSITION REQUIREMENTS: 

Education:  University degree in a relevant field or equivalent experience. 

Experience and Skills:   

• Leading and supporting complex projects, including project planning, implementation, 

promotion and evaluation 

• Strong written and oral communication skills 

• Communicating with diverse stakeholders and tailoring messaging for different audiences, both 

in written reports, oral presentations and in meetings 

• Experience partnering with people with lived experience including older adults and individuals 

living with dementia and family care partners 

• Experience facilitating collaboration with researchers/experts/stakeholders to achieve project 

goals 

• Managing multiple tasks and competing priorities in an organized and efficient manner 

• Knowledge of research ethic guidelines, consent requirements and research methods  

• Understanding and knowledge of dementia  

• Working as part of a team and independently 
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• Managing committees and/or project work groups, for example agenda development, minute 

taking, coordinating meetings and moving strategic objectives forward 

• Experience in coordinating workshops, events, including agenda/program development. 

• Detail-oriented with the ability to prioritize and multi-task with time management skills. 

• Expertise in using Microsoft products, including Word, Excel, PowerPoint and Outlook, Adobe, 

and online survey platforms 

• Experience with website updating and e-learning platforms 

• Must be technologically savvy  

• Knowledge of and experience with knowledge translation/mobilization an asset. 

• Self-starter with a proactive attitude who can anticipate needs. 

• Fluent in English. Fluency in French an asset but not required. 

• Eligible to obtain a successful police background/criminal record check.  

• Interest and passion for enhancing quality of life and care for older adults. 

SCOPE OF WORK: 

• Interpersonal Skills:  Builds strong relationships.  Internally communicates with project team 

members to ensure the effective implementation of projects/initiatives; professionally 

represents the RIA in all communications and at events.  

• Level of Responsibility: Responsible for ensuring the effective implementation of project 

activities in a way that maintains the integrity of the project goals and RIA’s reputation within 

the research-to-practice community and the long-term care sector. 

• Decision-Making Authority: Ability to identify successes and challenges while coordinating 

project activities; engage in problem-solving with team members to optimize success and 

efficiencies; ability to seek appropriate support and decision-making as needed. 

• Physical and Sensory Demands: Minimal demands typical of a position operating within an 

office environment; periods of extensive sitting at a desk and in meetings and concentrated use 

of visual senses; substantial repetitive keyboard/mouse movement; high sensory demands 

because of required concentration and attentiveness to detail and regular distractions and 

interruptions. 

• Working Environment:  Much of the time is spent sitting in a comfortable position with frequent 

opportunity to move about.  Office is located in a comfortable indoor area.  The work is varied 

and project assignments may change frequently.  Work will involve regular interaction with RIA 

team members and external partners and stakeholders. There are deadline pressures, while at 

the same time there is a demand for thoroughness and accuracy.  Occasional travel is required. 

HOW TO APPLY: 

RIA invites applications (cover letter and resume) by October 9, 2020.  Please submit your application in 

one document by email to Michelle Stillman, Senior Director of Operations at 

michelle.stillman@uwaterloo.ca    

RIA welcomes applications from all qualified persons. RIA is an equal opportunity employer and is 

pleased to accommodate individual needs in accordance with the Accessibility of Ontarians with 

Disabilities Act, 2005 (AODA) during our recruitment process.  If you require accommodation, please let 

us know in advance. 

mailto:michelle.stillman@uwaterloo.ca

