
 
• Located in one of the world’s great multicultural and multilingual cities, McGill University is internationally recognized for its 

excellence as a leading institution of higher education and research.  For nearly 200 years, through the work of dedicated people, 

McGill has been breaking ground in diverse fields and contributing solutions to some of the world’s most significant issues.  
McGillians are proud to be part of a community that is both global and local, inspired by challenge and committed to shaping a 

better future. Grandescunt Aucta Labore. By work, all things increase and grow.  Find a sense of purpose. Develop your future. 

Join us today. 

 

N.B.:  Please submit your application by clicking this link and filling out the online 
application:   https://www.mcgill.ca/hr/careers 
 

• Program Manager 
• pply 
• Position Summary: 

Reporting to the Interim Director, Indigenous Initiatives, the incumbent provides, project management and support with 

operational activities of the Office of the Provost-Indigenous Initiatives. The incumbent proactively supports the work of the 

Interim Director, Indigenous Initiatives, through activity oversight, and development, and organization of all related materials. 

PRIMARY RESPONSIBILITIES  
- Plan, administer, implement, and monitor different projects as required, including those related to the implementation of the 52 

Calls to Action from the Provost’s Task Force on Indigenous Studies and Indigenous Education. 

- Oversee the financial management related to the various and project and initiatives.  This involves planning the budget for 

several projects, monitoring expenses and ensuring financial management in compliance with university polices and processes.;  

- Develop and implement communications plans for different projects and initiatives (in collaboration with Communications and 
External Relations Office); 

- Ensure appropriate stakeholder engagement/consultation.  Manage internal committee meetings and follow-up on related 

projects (e.g. Indigenous Affairs Working Group 

- Manage content of the Indigenous Initiatives website; recommend and establish mechanisms and processes to inform internal 

and external stakeholders regularly on Unit activities to build awareness and engage participation.  
- Liaise with and maintain a close working relationship with the members of the Indigenous community at McGill, faculties, 

administrative units and associated governance committees; 

- Prepare grant requests and funding proposals (in collaboration with other units as deemed relevant).  Manage and prepare grant 

and other reports as requested; 

- Research, analyze and keep up to date on emerging trends and issues in connection with Indigenous higher education; provide 
advice and help build dialogue and consensus on the implementation of Indigenous initiatives. 

- Plan and organize institutional special events and conferences sponsored by the Office of the Provost-Indigenous Initiatives; 

maintain a registry of all associated activities, participants, and timelines 

- Liaise with external organizations and stakeholders such as other post-secondary institutions and community organizations. 

- Oversee the hiring and supervision of student workers. 
- Manage the Indigenous Initiatives public email account, responding to or redirecting inquiries accordingly. 

- Organize the review of and respond to daily incoming inquiries and, in a timely manner, bring forward any pertinent items to 

the attention of the Interim Director; make recommendations on appropriate actions and responses. 

- Perform other mandates related to activities in the Office of the Provost-Indigenous Initiatives as required. 

REQUIREMENTS 
Bachelor’s Degree in a field relevant to the primary responsibilities and two to four years of related experience. 

Experience in project and event planning, organization and delivery.  Proven ability to oversee the roll out and coordination of 

big projects involving multiple stakeholders and perspectives. 

Knowledge of the University environment and of the Quebec higher education system desirable. 

Significant experience working with the Indigenous Peoples of Canada.  Knowledge of one or more Indigenous languages an 
asset. 

Experience in providing advice and support to senior management. 

Good knowledge (Level 4) of spoken and written English and French in order to deal with complex situations in both official 

languages. 

https://www.mcgill.ca/hr/careers
https://www.mcgill.ca/provost/files/provost/final_report_-_clean_-_270617.pdf


Good knowledge of (Intermediate Level) of Microsoft Excel and Word. 

Excellent interpersonal, facilitation, organizational, communication, and team-building skills. 
Capacity to engage members of diverse communities and skilled in a variety of consultation techniques, protocols, and strategies. 

Aptitude to work in a service-oriented environment as both a member of a team and independently. 

Superior ability to maintain a high degree of professionalism and discretion. 

Diligent attention to detail. 

 
Other Qualifying Skills and/or Abilities 

Bachelor’s Degree in a field relevant to the primary responsibilities and two to four years of related experience. Experience in 

project and event planning, organization and delivery.  Proven ability to oversee the roll out and coordination of big projects 

involving multiple stakeholders and perspectives. Knowledge of the University environment and of the Quebec higher education 

system desirable. Significant experience working with the Indigenous Peoples of Canada.  Knowledge of one or more Indigenous 
languages an asset. Experience in providing advice and support to senior management. Good knowledge (Level 4) of spoken and 

written English and French in order to deal with complex situations in both official languages. 

Good knowledge of (Intermediate Level) of Microsoft Excel and Word. Excellent interpersonal, facilitation, organizational, 

communication, and team-building skills. Capacity to engage members of diverse communities and skilled in a variety of 

consultation techniques, protocols, and strategies. Aptitude to work in a service-oriented environment as both a member of a team 
and independently. Superior ability to maintain a high degree of professionalism and discretion. Diligent attention to detail. 

Minimum Education and Experience:  

Bachelor's Degree 3 Years Related Experience / 

Annual Salary: 

(MPEX Grade 04) $56,370.00 - $84,550.00 
Hours per Week: 

33.75 (Full time) 

Supervisor: 

Dir Indigenous Initiatives 

Position End Date (If applicable): 
Deadline to Apply: 

09/30/2020 

McGill University hires on the basis of merit and is strongly committed to equity and diversity within its community. We 

welcome applications from racialized persons/visible minorities, women, Indigenous persons, persons with disabilities, ethnic 

minorities, and persons of minority sexual orientations and gender identities, as well as from all qualified candidates with the 
skills and knowledge to productively engage with diverse communities. McGill implements an employment equity program 

and encourages members of designated groups to self-identify. Persons with disabilities who anticipate needing 

accommodations for any part of the application process may contact, in confidence, accessibilityrequest.hr@mcgill.ca or 514-

398-3711. 
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Apply 


