Director of Administration
The University
St. Stephen’s University is a progressive, intentionally small, independent liberal arts
university located in beautiful St. Stephen, New Brunswick, Canada. With an educational
mission grounded in the fundamental values of beauty, compassion, and justice, the
University offers undergraduate and postgraduate degrees in a growing array of areas, with
particular strengths in the humanities, international studies, Indigenous reconciliation, peace
and justice, and theology and culture.

The Position
The University is seeking an experienced, entrepreneurial, versatile professional to provide
leadership across key functional areas of the University. The Director will directly or indirectly
manage most of the non-teaching staff at the University, working with them to develop the
policies, procedures, and strategies needed to grow and strengthen the University. The
Director will be a pivotal member of the senior leadership team and report directly to the
President.

Core Areas of Responsibility
Admissions and Recruitment: The Director will provide leadership and supervise the
student admissions and recruitment team. Direct reports from this team will include the
student admissions and recruitment officer, the communications and marketing officer, as well
as other staff as needed. The primary goal of this team will be to grow student recruitment,
both domestically and internationally, through a variety of channels, including the development
and launch of a communications and marketing plan.

Facilities Management: The Director will provide direct management of Park Hall, home to
the University’s classrooms, administrative and faculty offices, as well as its student
residence. The successful candidate will establish priorities, develop a master plan for repairs
and building improvements, oversee the work of students, staff and contractors, and prepare
reports for the Board of Governors as needed.
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Finance and Advancement: The Director will provide assistance to the President in the
development and management of annual budgets. Direct reports here will include the finance
officer and the student financial aid officer. As a resource in this area, the Director will have
access to the University’s accountant. In addition, the successful candidate will be expected to
identify and pursue opportunities for grants, as well as to prepare financial reports for the
Board of Governors. Lastly, the Director will support the University’s advancement initiatives
by assisting the President with the development and implementation of friend and fund-raising
strategies.
Additional responsibilities will include management of the University’s document management
system, and other duties as assigned by the President.
Serving on the University’s faculty will be possible for qualified applicants.

Required Qualifications and/or Skills
● Bachelor’s degree in business, communications, economics, leadership,
marketing, political science, sociology, or another relevant academic area
● Senior leadership experience in an educational or non-profit organization
● Demonstrated ability to manage projects independently and successfully
● Excellent communication, organizational, and team-building skills
● Enthusiasm for St. Stephen’s University’s educational mission

Additional Desirable Qualifications and/or Skills
● A graduate degree in business, communications, economics, leadership,
marketing, political science, sociology, or another relevant academic area
● Experience in admissions/recruitment or in another area of responsibility
● Knowledge of and experience with Salesforce or another CRM platform
● Experience with the Atlantic Canada and Canadian educational context for
purposes of networking and coordination with partner organizations
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Work Environment
The successful candidate can expect:
•
An office in Park Hall
•
A small but dedicated team of colleagues
•
The option of performing some work from home
•
A not-for-profit culture that prioritizes community
•
Some evenings and weekend work, as required
•
Occasional local and domestic travel, as required

Terms of Employment
•
•
•

This is a 12-month, full-time position
Generous annual leave and holiday time off from work
Compensation will be commensurate with qualifications and experience

Start Date
Negotiable, but as soon as possible is preferred – a review of applications will begin
immediately. This position will remain open until it is filled. We regret we can only reply to
those applicants who are selected for an interview.

Application Process
A complete application will include: 1) a letter of application addressing how you would
contribute to the growth and development of the University with regard to the core areas of
responsibility listed above; 2) a resume; and 3) the names and contact information for three
professional references. Professional references will be contacted only with the permission of
candidates.

Please submit all application materials by email to:
Joseph McGinn, PhD
Office of the President
St. Stephen’s University
jmcginn@ssu.ca
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St. Stephen’s University is a progressive and inclusive community that welcomes applications
from candidates of all ethnicities, nationalities, genders and/or sexual identities, racialized
groups, and religions.
All qualified candidates are encouraged to apply; however, priority will be given to Canadian
citizens and to permanent residents.
St. Stephen’s University acknowledges that it is located on the traditional and unceded
territory of the Peskotomuhkati (Passamaquoddy) people, covered by the Treaties of Peace
and Friendship, and we are grateful for their welcome and friendship.
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