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POSITION TITLE: Coordinator, uoCampus Systems and Operations 

SERVICE: VRA 

IMMEDIATE SUPERVISOR: Vice Rector Administration 

WORK SCHEDULE: 35 hours per week 

Salary scale  
 

Minimum: $60,334 
Standard: $70,981 

 
The masculine form is used without prejudice and for conciseness purposes only. 

 
SUMMARY OF POSITION 
 
Under the supervision of the Vice Rector Administration, the incumbent offers guidance and 
advice to users of uoCampus (Oracle PeopleSoft Campus Solutions) in order to align the 
technological solutions with the goals and operational requirements of the University. He works 
closely with senior managers at various levels, often acting as the official intermediary between 
information technology (IT) and the client, to find ways the organization can benefit from new 
technologies and procedures. He manages and organizes electronic data in accordance with 
current data management policies and standards, in order to meet users’ information needs. He 
oversees the installation, configuration and maintenance of electronic systems and updates 
data in order to preserve and improve the efficiency of the organization’s activities. 
 
SPECIFIC RESPONSIBILITIES 
 

 Analysis of operational requirements: Lead the assessment of functional and operational 
requirements related to client requests, and recommend appropriate steps for 
implementation, development and improvement. 
 

 Operational requirements: Identify, design and refine changes and transactions in 
operational processes. Fully understand operational requirements in order to translate them 
into technical specifications that support the development of new systems designed to meet 
specific user needs. 
 

 Risk assessment: Anticipate potential risks and problems in plans and specifications and 
work with IT professionals to take the appropriate measures to mitigate those risks and 
solve problems. Ensure that design plans are incorporated into fully tested, functional and 
precise solutions. Ensure that all system improvements are smoothly implemented without 
disrupting users’ ongoing activities. 
 

 Testing: Develop and implement test scenarios and integration tests in order to fulfill 
operational requirements and end-user needs. Ensure that the system meets functional, 
performance, stability and security requirements. Monitor outcomes to ensure and 
demonstrate that requirements are met. 
 

 Documentation: Prepare technical reports and user guides to document systems 
development and familiarize users with new systems. Document application functionality 
and various tested transactions by recording information about each error level; compile 
service requests, issue logs and systems improvements in successive versions for use by 
the operational sector. Oversee the development and distribution of operating manuals 
and training materials. 

 
 Technical support and services: Provide expert advice to clients on how to use 

systems. Respond to various special requests from clients, including questions on 
uploading or extracting data and managing specialized systems. 
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 Development: Maintain and upgrade interfaces to ensure that clients can access the 
information and reports they need to make informed decisions. Assist the operational 
sector in implementing changes to existing procedures. 

 
 Systems assessment: Install and configure systems to ensure smooth operation. Review 

the operational capacity and workflow of existing systems to determine whether to 
recommend improvements to existing systems or develop new systems to enhance 
operational efficiency. 

 
 Database management: Participate in planning and designing physical databases and 

database objects to effectively support the design of the logical data and administrative 
applications created. Assist with the migration of data dictionary items from the 
development stage through the production process. Advise users on how to access 
University data and plan, execute and test access to database applications as well as on 
back-up requirements and database recovery. 
 

 Security services: In collaboration with the Information Technology Department, 
investigate security breaches Investigate security breaches, recommend corrective 
measures and apply appropriate security measures to protect and maintain data integrity. 
 

 Continuous improvement: Monitor technological change and identify opportunities to 
integrate emerging technologies to automate business processes. In this context, 
contribute to the implementation of new versions of the database management system 
and related software tools. 
 

 Maintaining ties with the University of Ottawa: Maintain ties with the University of 
Ottawa’s Strategic Enrollment Management (SEM), which owns uoCampus and is 
responsible for all tasks related to its configuration. Maintain ties with the University of 
Ottawa’s Information Technology Service, which is responsible for all improvements and 
technological integrations, upgrades and maintenance as well as for the business 
relationship with Oracle. 

 
EDUCATION, EXPERIENCE AND SKILLS 
 
Essential qualifications 
 

 University degree in computer science, management information systems or a related field 

or an equivalent combination of education and experience 

 At least three years of experience supporting business units in their IT needs 

 Knowledge of Oracle PeopleSoft Campus Solutions 

Other qualifications 
 
 Knowledge of computer principles with an understanding of business processes and cycles 

 Knowledge of project management methods and practices 

 In-depth knowledge of university culture and governance 

 Knowledge of industry standards and best practices 

 Knowledge of accounting principles to be able to bridge the gap between operational and 
financial needs 

 Excellent understanding of structures, theories, principles and practices related to data 
needs 

 Knowledge of best practices and principles of security and computer access 

 Analytical skills to convert business requirements into technical specifications 

 Organizational skills to prioritize work and meet multiple strict deadlines 
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 Ability to communicate technical concepts in a non-technical manner 

 Proactive ability to stay abreast of technological changes 

 Bilingualism – English and French (written and spoken) 

 
We thank all applicants for their interest in this position. We will be contacting only those 
candidates who have been chosen for the next step of the selection process.  
 
We are committed to ensure employment equity and we encourage the participation of all 
Canadians. If your application is successful and you think you need accommodation during the 
selection process, please notify us. Your personal information is protected under the provisions 
of the Privacy Act. 

 


