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Job Title: 		Director, Reporting Systems and Analytics		
Job Number:			X-226 | VIP: 1054	
Band:			EXEMPT-9								
Department: 			Institutional Planning and Analysis				
Supervisor Title: 	Associate Vice President, Finance
Last Reviewed:			October 17, 2024

JOB PURPOSE:
Reporting to the Associate Vice President, Finance, the Director, Reporting Systems and Analytics is a key leader of the Office of Institutional Planning and Analysis (OIPA), the University’s central hub of institutional data.  The Director is responsible for strategically overseeing the University’s reporting data infrastructure and the transformation of data into actionable insights. The Director plays a critical role in shaping the data governance framework and leads the development of advanced analytics, reporting systems, and business intelligence platforms. This role ensures that all levels of the University have access to reliable, timely, and accurate data to support strategic planning, policy-making, and operational efficiency.
The Director, Reporting Systems and Analytics is pivotal in providing strategic advice and policy guidance to Trent University's Senior Leadership Team. The Director offers guidance on the development of new government policy initiatives and revisions to existing government policies and funding strategies. By carefully evaluating the implications of these policies, the Director ensures that the University’s decision-making processes are well-informed and aligned with its strategic goals.
As a condition of the University’s receipt of operating grant funding, the Director oversees the collection, verification, and submission of critical institutional data, including student enrollment, graduation rates, and Strategic Mandate Agreement (SMA) metrics. The Director leads internal teams across the University to ensure the accuracy and completeness of this data, maintaining compliance with government requirements.
The Director plays a key role in the development and oversight of the University’s data governance framework.  Additionally, the Director serves as Trent University’s Senior Representative within the Council of Ontario University's (COU) Council of University Planning Association (CUPA) committee, along with its relevant subcommittees and working groups. The Director is a key liaison with external bodies such as the Ministry of Colleges and Universities (MCU) and Statistics Canada. In this role, the Director advocates for the University’s interests and contributes to the development of sector-wide policies and initiatives.
Key Activities:
Business Intelligence (BI), Data Governance, and Database Administration
· Data Governance Framework:
· Develops and oversees the data governance framework for OIPA and the University, ensuring alignment with institutional goals and compliance.
· Establishes policies, procedures, and standards for data quality, access, security, and usage across the University, promoting consistent and effective data management practices.
· Collaborates with key stakeholders to implement and monitor the framework, ensuring data integrity and availability for strategic decision-making.
· Planning, Execution, and Maintenance:
· Leads the planning, execution, and maintenance of BI frameworks, dashboards, reports, and analytics to meet the University’s evolving needs.
· Oversees the planning, execution, and maintenance of OIPA’s reporting infrastructure, including MS-SQL databases, data warehouses, and cubes, ensuring robust and scalable systems that support institutional reporting.
· Security Protocols and Accessibility:
· Oversees security and accessibility to OIPA reporting infrastructure as it pertains to the data reporting and analytics strategy.
· Collaboration and Data Issue Resolution:
· Collaborates with colleagues across the University to resolve data issues and analyzes their impact on institutional reporting.
· Data Management and Integrity:
· Oversees the management of data dictionaries and data extraction/manipulation processes.
· Oversees integrity issues to ensure accurate and reliable data.
Government Funding and Policy Analysis 
· Government Funding Advisory
· Strategic Support: Advises the Senior Leadership Team and University departments on interactions with the government concerning ongoing operating grant support and other government funding initiatives.
· Validation of Allocations: Independently validates and tracks the accuracy of Core Operating Grant, Differentiation, and Special Purpose funding allocations, addressing any discrepancies with internal departments and the Ministry of Colleges and Universities (MCU).
· External Landscape Monitoring
· Trend Analysis: Proactively monitors external developments in government funding and higher education research.
· Implication Assessment: Advises Senior Management on the potential implications of proposed or pending changes in the external landscape for informed planning and decision-making.
· Representation and Advocacy
· Committee Involvement: Represents Trent University as the Senior Representative on COU and CUPA committees, including relevant subcommittees, to advocate for the University's interests in funding and policy matters and to share information gathered with Trent Senior Management.
· Data Analysis and Reporting
· Performance Evaluation: Conducts data analysis and interprets results to assess performance and compliance with funding requirements.
· Stakeholder Communication: Presents findings to internal and external stakeholders, including the MCU, Maclean’s University Rankings, COU, and CUPA, to influence University funding decisions.
Enrolment Reporting and Compliance
· Enrolment Data Verification
· Quarterly Submissions: Independently verifies and submits quarterly enrolment data, min-max figures, and graduation submissions to the MCU for operating grant and performance-based funding.
· Data Accuracy: Proactively addresses discrepancies by liaising with internal departments and the MCU to ensure data accuracy and completeness.
· Enrolment Audit Leadership
· Audit Coordination: Leads a cross-functional team to compile necessary documentation for the annual enrolment audit.
· Team Management: Directs the team to ensure all audit requirements are met efficiently and effectively.
· Data Issue Resolution
· Collaboration: Works closely with University departments to resolve data issues that could impact enrolment figures.
· Impact Analysis: Analyzes the potential impact of data discrepancies on funding and advises on corrective actions.
·  Reporting Coordination
· University Reporting: Coordinates and generates detailed reports on enrolment data for review by the Senior Leadership Team and the Board of Governors. 
· Strategic Insights: Ensures that reports provide actionable insights for decision-making and strategic planning.
Institutional Reporting and Analysis 
· Collaboration and Advisory
· Data Analysis Guidance: Collaborates with and advises various University departments and committees on data analysis initiatives, including Strategic Enrolment Management (SEM) reporting, Strategic Mandate Agreement (SMA) metrics, Finance for budgetary purposes, and reports for the Board of Governors.
· Strategic Support: Provides strategic advice to ensure data-driven decision-making across the University.
· Reporting Requirements Enhancement
· Assessment of Needs: Engages with colleagues across the University to assess and enhance end-user reporting requirements.
· Custom Reporting Solutions: Oversees the development and implementation of tailored reporting solutions that meet the specific needs of different departments and stakeholders.
· Data Integration and Centralization
· Dataset Integration: Facilitates the integration and utilization of datasets from various operational branches of the University including Admissions, Enrolment, Faculty and survey data.
· Metadata Management: Oversees the collection and organization of metadata to support a centralized hub of institutional information.
· Single Source of Truth: Establishes and maintains the University's 'single source of truth' to ensure consistent and reliable data for informed decision-making processes.
Student and Alumni Survey Analysis
· Student Engagement and Satisfaction Evaluation
· Survey Evaluation: Evaluates and reports on student needs, engagement, and satisfaction using various internal and external survey methodologies.
· Data-Driven Insights: Analyzes survey results to provide actionable insights that inform institutional strategies and initiatives.
· External Survey Management
· Survey Oversight: Oversees the management of key external surveys, including Common University Data Ontario (CUDO), Canadian University Survey Consortium (CUSC), Canadian Graduate and Professional Student Survey (CGPSS), Graduate Program Outcomes Survey (GPOS), and Ontario University Graduate Survey (OUGS).
· Benchmarking and Reporting: Ensures the accurate collection, analysis, and reporting of data from these surveys to support benchmarking and strategic decision-making.
Resource and Data Management
· Team Development and Project Oversight
· Work Plan Management: Oversees the development and management of work plans for the reporting and analytics teams within OIPA, ensuring the timely completion of routine projects and functions.
· Project Coordination: Manages the workflow and ensures alignment with institutional goals, maintaining focus on high-priority tasks.
· Data Collection and Reporting
· Data Supervision: Supervises the collection, analysis, and reporting of data essential for institutional policy analysis, strategic planning, and decision-making.
· Reporting Frameworks: Collaborates with departments and committees to develop and refine reporting frameworks, ensuring accuracy and timeliness in reports related to admissions, enrolment, and other core activities.
· Internal and External Data Coordination
· Internal Data Requests: Manages and enhances processes for coordinating and addressing internal data requests, supporting institutional planning, evaluation, operational improvements, predictive analysis, and decision-making.
· External Data Requests: Coordinates responses to external data requests from government agencies and other associations, ensuring compliance and accuracy.
· Data Quality and Improvement
· Guidance on Data Quality: Guides data and information owners across the institution, promoting improved data quality and consistency.
· Quality Enhancement: Identifies opportunities to enhance data management practices, driving continuous improvement in data accuracy and utility.
Supervision, Training and Mentoring 
· Manages the daily duties of direct reports.
· Manages and mentors direct reports, providing guidance, training, and assistance where necessary.  Promotes effective relations across the University and encourages service excellence and productivity.
· Organizes and assigns regular work and special projects to direct reports.
· Leads the hiring and performance management of direct reports.
· Provides guidance and advice on challenging issues.
· Provides functional support on systems.
Education Required:
· Honours Master’s Degree in a related discipline - Computer Science, Data Science, Data Analytics, Business etc.
· Data Science Certification with a focus on Machine Learning.
· Microsoft Certification in SQL (Azure) Database, Power Platform or Fabric. 
· Project Management Institute (PMI) Certification. 
Experience/Qualifications Required:
· Minimum of ten (10) years of working experience with Microsoft reporting infrastructure including Management Studio (SSMS), Integration Services (SSIS), Reporting Services (SSRS), Analysis Services (SSAS), Power Platform (Power BI), and cloud technologies such as Azure and Fabric.
· Minimum of ten (10) years of experience in higher education, preferably at a public post-secondary institution, with a focus on student information systems such as Ellucian Colleague.
· Demonstrated proficiency in T-SQL, DAX, Python or R, and experience applying machine learning techniques and tools for data analysis and predictive modelling.
· Proven experience in project management, including planning, execution, and completion of data-related projects.
· Experience collaborating with provincial and federal government agencies on initiatives, particularly those involving investigative or policy-related work.
· Strong analytical problem-solving skills, with a deep understanding of relational database design and functionality, and a proven ability to anticipate and resolve complex problems using a variety of thinking strategies.
· Effective communication skills, with the ability to articulate ideas clearly in written, verbal, and visual formats, and demonstrated ability to collaborate in teams and build positive relationships with internal and external stakeholders.
· Self-motivated with the ability to take initiative, work independently, and manage multiple priorities in a dynamic environment, ensuring effective time management and resource allocation.
· Demonstrated commitment to maintaining confidentiality when handling sensitive information.
· Experience with Ministry reporting, including quarterly enrollment submissions in a post-secondary education context.
Supervision:
· Provide training, guidance and direction, assigning and monitoring work for accuracy and completion and providing input into staffing decisions and performance evaluations.
· Business Intelligence Developer (X-484).



Job Evaluation Factors:
Analytical Reasoning
Advanced analytical work demands the ability to conduct complex analyses and apply highly developed reasoning skills to address a broad array of diverse challenges in reporting, analyses, and data infrastructure. These situations are expansive and multifaceted, often lacking established precedents or standard practices for resolution. As a result, they require highly developed reasoning skills, analysis, and creative definition of practical solutions, often necessitating the adaptation of methodologies. This level of work frequently calls for logical and critical thinking to define problems, develop alternatives, and propose, plan, and implement solutions that have far-reaching and long-term impacts on the organization.
Examples: 
· In terms of the Strategic Mandate Agreement (SMA), the incumbent develops methods to address the Economic Impact metric which involves quantifying the annual spending of full-time students who travel to Trent University’s Peterborough campus from locations outside the city of Peterborough, as well as those who attend Trent University’s Durham GTA campus from areas outside the Regional Municipality of Durham.  Since these metrics are tied to funding, the solution needs to be strategically tied to Ontario Government initiatives yet be an advantage to Trent University.
· Devise strategies to fulfill the Skills and Competencies metric specified in the Strategic Mandate Agreement by implementing surveys of students using the National Survey of Student Engagement (NSSE). This initiative aims to capture students’ perceptions of how their educational experience at Trent University has contributed to their knowledge, skills, and personal development.  
· In terms of Federal and Provincial initiatives impacting Trent University’s student immigration statuses and funding status, it is crucial to ensure the accuracy of these statuses and their eligibility for funding. To achieve this, the Director, Reporting Systems and Analytics interprets funding guidelines along with Federal/Provincial initiatives and guides personnel from multiple departments to verify the use of appropriate coding to maximize Trent University’s funding capabilities and mitigate irregularities during the enrolment audit.
Business Intelligence project work for designing official University system-based reporting solutions and the underlying data infrastructure requires the application of advanced analytical reasoning and a deep understanding of University requirements, processes, and data definitions.  Integrating these aspects into a base-level database infrastructure requires forethought, an understanding of the resulting product and the technologies that best suit the solution. Collaboration with the University’s Senior Leadership Team and departments is essential to ensure that the solutions are tailored to the specific needs of the organization, with all proposed solutions undergoing a comprehensive assessment of their impact, cost-effectiveness, and anticipated benefits before implementation.
Examples: 
· In terms of reporting infrastructure, the incumbent leads the development of institutional infrastructure, including establishing the University-endorsed reporting systems formally known as IRIS and the forthcoming data hub.
· In terms of reporting, the incumbent develops and maintains Admissions and Enrolment Cubes that entail the complex task of integrating data sources utilized throughout the University. This initiative includes a high level of analytical complexity, given the absence of established policies or precedents to provide guidance. The result is a list of over 100 reports, which are accessible through the IRIS reporting system. 
· In terms of future reporting, the incumbent formulates a broad policy on internal and external reporting strategy by creating a new data hub with interactive dashboards using modern software that enables access via web, desktop, or mobile devices. The elaborate nature of this development includes data for internal and external users along with data definitions, and security access which is housed on an intranet site.  Internal data includes reporting dashboards with high-level snapshots along with reports that include breakdowns for analytical purposes.  This development necessitates the Director, Reporting Systems & Analytics to realize opportunities and proactively initiate the development of business requirements into robust and enhanced reporting solutions.
Decision Making
The Director, Reporting Systems and Analytics works closely with the Senior Leadership Team and departments to gather requirements and analyze the current issue. In situations where standard practices or policies are lacking, the incumbent must develop a customized methodology to address the analysis. This role allows for independent decision-making and the freedom to determine the most suitable approach for delivering effective solutions.
In collaboration with the Director, Enrolment Planning and Strategic Analysis, the Director, Reporting Systems and Analytics must manage the workflow of the Office of Institutional Planning and Analysis, and is responsible for the products produced within the office as well as tasked with ensuring that they are used properly and effectively for decision-making throughout the University.
Examples:  
· In terms of the data hub reporting solution, decision-making involves ideation to a complete solution.  The process includes:
· Determining the appropriate software solution and delivery method for effective admissions and enrolment reporting,
· Researching technical requirements,
· Creating an intranet site,
· Dashboard creation including pertinent information and effective visuals,
· Coordinating with Information Technology for provisioning new servers and testing gateway software,
· Identifying and setting data hub security,
· Creating underlying database infrastructure, 
· Presenting draft and final product to collaborating departments and the Senior Leadership Team,
· Training and 
· Maintenance.
· In terms of the SMA, decisions for updating institutional-specific metrics are based on a broad set of directives agreed upon by the incumbent, the Senior Leadership Team and the Ministry of Colleges and Universities (MCU).  The Director, Reporting Systems and Analytics has the independence to use methods that meet SMA metric requirements and are advantageous to Trent University in meeting its targets.

Impact
The impact on the organization is extensive and far-reaching, extending beyond internal operations to include broader aspects of the organization.  Errors that go undetected have far-reaching consequences, affecting funding, faculty negotiations, new program costing, recommendations, decisions, and actions. Additionally, they can have a significant impact on the University's image, programs, and operations, both internally and externally. Community and donor relations may be adversely affected, leading to reputational damage. Moreover, incorrect information could result in reduced enrolment and retention, posing a significant financial current and future risk to the institution.  Significant errors in final enrolment data may negatively impact the University’s enrolment audit and lead to a qualified audit opinion, which is reported to the Ministry of Colleges and Universities. The Director, Reporting Systems and Analytics must demonstrate strategic leadership, effective decision-making, and thorough analysis to mitigate these risks and safeguard the organization's reputation and financial stability.
The Director, Reporting Systems, and Analytics serves as the Senior Representative for the University within the Council of Ontario University’s (COU) Council of University Planning Association (CUPA) committee, along with its pertinent subcommittees and working groups. Additionally, the Director acts as a liaison with the Ministry of Colleges and Universities (MCU), Statistics Canada and is a member of the University's Data Governance working group.
Examples:  
· In terms of enrolment submissions to the MCU, the Director, Reporting Systems, and Analytics independently tests data to ensure that the enrolment file data is accurate and free of errors.  The incumbent collaborates with departments regarding any questionable data for adjustments in the student information system.   This continuous testing ensures that Trent University submits funding-based enrolment data, which generates over $50M annually is factual and accurate.  
· In terms of government initiatives, the incumbent conducts thorough analyses of the enrolment and funding implications of such initiatives, identifying potential threats and opportunities. They then work closely with the Senior Leadership Team to develop strategic action plans in response.
· In terms of faculty salary negotiations, the incumbent supports the University by analyzing UCASS data from Stats Canada including a weighted comparison of several Ontario University faculty salaries.  
· In terms of institutional and sector advocacy, the incumbent analyzes the funding corridor and the University's position in it.  The results of these analyses are used by the President of the University, Council of Ontario Universities (COU) staff including the President and CEO as well as the COU committees in talks with the provincial government for funding and tuition advocacy.
· In terms of community and donor relations, the incumbent collaborates with the VP of the Office of External Relations and Development on analyses that will enhance the prospect of securing donor funding.
· In terms of analyses conducted for SMA, SEM, RCM, Maclean’s rankings, student surveys, or Board of Governors, such analyses undergo rigorous scrutiny. These analyses must include precise and relevant data to inform strategic decisions, which can significantly impact University funding, reputation, and policies over the long term. Maintaining data quality and integrity is paramount to ensuring the University's success.
· In terms of University reporting, the role serves as the primary report developer for the institution. This entails developing the infrastructure and reports for admissions, enrolment, retention, and graduation that are utilized to monitor the institution's progress toward forecasted confirmations, enrolment, and budget expectations. Incorrect allocation of resources due to inaccuracies in this information may result in operating deficits and the misallocation of vital and scarce resources.
· In terms of new programming costs, the incumbent reviews new program costing templates to ensure funding, tuition and student flow through data are accurate.

Responsibility for the Work of Others
The Director, Reporting Systems and Analytics is directly responsible for the work of the following positions:
· Business Intelligence Developer
The Director, Reporting Systems and Analytics is indirectly responsible for the work of others as follows:
· Overseeing a multidisciplinary team to rectify data inaccuracies in the student information system before generating the census file. This team is instrumental in maintaining data integrity for both institutional and MCU reporting. During the enrolment audit conducted by an external third party, the incumbent manages this same team, serving as the main contact for the auditor(s) and allocating tasks to team members as needed to accommodate the auditor's requirements.
· Offering training, advice, and leadership to reporting power users.

Communication
Communication requires collaboration with internal stakeholders consulting on issues, presenting complex information, explaining analyses and rationale and making recommendations to the Senior Leadership Team, Deans, Department Chairs, faculty and staff.  

Externally, communication involves presenting issues from Trent University’s point of view with government representatives as well as persuasive discussions with COU personnel on topics of advocacy.  
The role involves interacting with a wide range of internal and external stakeholders, requiring effective communication skills including an emphasis on persuasion and discretion.
Internal:
· The role requires clear communication and instruction to direct reports.
· The role requires contact with the President, Provost, Vice Presidents, Directors, Registrar’s Office, Deans, Associate Deans, Chairs, Faculty, Managers, Senior Tutors, Students, Financial Services, IT, Marketing and Recruitment, and committees.
External:
· The role involves liaising with governmental ministries to fulfill reporting obligations such as the MCU. This may include gaining insight into government initiatives and plans through dialogue. It necessitates not only comprehending the government's perspective but also effectively conveying Trent University's viewpoint and negotiating the University's SMA institutional metrics.
· The role entails participating in COU committees focused on Council of University Planning & Analysis, Economic Analysis, Funding & Accountability, Surveys, and Professional Development. Through communication with counterparts across the sector, the incumbent supports advocacy efforts by articulating the impacts of government initiatives on Trent University.
· The role requires contact with external auditors, the COU, media and other post-secondary institutions.
Motor/ Sensory Skills
· There is a requirement for a high level of precision in motor or sensory skills with some tolerance level. Job duties include keyboarding throughout the day and require dexterity involving attention to detail and accuracy. 
· Keyboarding - a lot of time spent on the computer, using keyboard skills – attention to detail and accuracy required.
· Hearing/Verbal - communicate effectively with internal and external audiences.
Effort
The job demands significant mental exertion, requiring extended periods of complex problem-solving, data analysis and interpretation, programming and coding, critical thinking, attention to detail, continuous learning, project management and communication and collaboration.  It also includes managing multiple competing tasks, adapting to changing deadlines and time constraints and handling frequent interruptions and distractions, over which the job has some degree of control.
Mental:
· Complex Problem-Solving: The job entails tackling complex problems and challenges, which require analytical thinking and problem-solving skills.
· Data Analysis and Interpretation: Analyzing large datasets and deriving meaningful insights from them requires mental focus and attention to detail.
· Programming and Coding: Writing and debugging code, particularly for complex algorithms or data manipulation tasks can be mentally demanding.
· Critical Thinking: Assessing data quality and making data-driven decisions all require strong critical thinking skills.
· Attention to Detail: Ensuring accuracy in reporting, data analysis and programming requires a high level of attention to detail.
· Continuous Learning: Staying updated with the latest programming languages, tools, and techniques in reporting, and data analysis requires ongoing learning and adaptation, which can be mentally taxing.
· Project Management: Planning, organizing, and coordinating competing projects, while managing deadlines and priorities, requires mental agility and effective time management skills.
· Communication and Collaboration: Collaborating with stakeholders in requirements gathering, explaining findings, and presenting results effectively demands clear and concise communication skills, which can be mentally demanding.
Physical:
· Ergonomics: Sitting for long periods working on a computer, sitting in lengthy meetings or Teams/Zoom meetings.
· Keyboarding: Working on computer
Working Conditions
Physical:
· Ergonomics: Sitting for long periods working on a computer, sitting in lengthy meetings or Teams/Zoom meetings.
· Keyboarding: Working on computer
Psychological:
· Job Stress:  The demands of the job, including tight deadlines, complex projects, and high expectations, can create stress. Additionally, the responsibility of using institutional data to make strategic decisions that have a lasting impact on enrolment and reputation adds further pressure.
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