
 
 

Support Officer, Strategic Student Initiatives, Corpus Christi & St. Mark’s Colleges 

“The Community of St. Mark’s, which includes St. Mark’s College, Corpus Christi College, and St. Mark’s Parish, is the 
Catholic centre at UBC. St. Mark’s College educates undergraduate and graduate students through a theological lens, 
preparing them to become leaders in Catholic schools, healthcare, and social services. Corpus Christi College provides 
students with the good undergraduate start that develops the individual student’s potential and enables success today and 
beyond. Our offerings are unique, imbued with Catholic values, while complementary to UBC.” 

Overview: 

The mandate of the Office of Strategy & Planning is to be the analytic and strategic core for institutional growth initiatives 
at St. Mark’s College and Corpus Christi College. The primary function of the Office is to guide and coordinate the 
Colleges’ operating units in achieving the goals and targets set out in the Organizational Strategic Plan by providing 
supportive or controlling project management techniques. The Office also acts as the Colleges’ enterprise-wide project 
management office by providing directive project management to assigned strategic initiatives. The Office is assigned 
initiatives and projects, receives direction from, and provides scheduled updates to, the Steering Committee acting on 
behalf of the Board. 

 
Functional Reporting Relationships: 

The Support Officer reports to the Manager, Strategic Student Initiatives. Primary working relationship include Strategy and 
Planning Office, Registrar’s Office, President and Principal’s Office, Development and Alumni Office, and Deans’ Office. 

Expectations and Responsibilities: 

The incumbent will be the front-line communications person for the Office of the Strategic Student Initiatives at Corpus Christi 
College by providing administrative and development support in the following areas: 

- Assist in the coordination of UBC varsity athletics program, the Part Time Studies Program and the Circle of Fellows 
Scholarship Program 

- Assist in the implementation and coordination of strategic initiatives: Continuing Education, Indigenous Education 
Programming, Leadership programming 

- Supports the relationship building of new partnership with institutions across the province and internationally such as 
recruitment agencies, offshore schools and international schools. 

- Assist in the preparation of Part Time instructor contracts, recruitment agreements and keeping back-up files of these 
working documents and track changes to program terms of reference and policy and procedure documents. 

- Coordinate the recruitment agency relationships by acting as the first point of contact in agency inquiries, word- 
processes a variety of general correspondence including memos, letters, notices, forms. 

- Track international student enrollment and registration that are referred through agencies and/or individual applications 
process and manages the recordkeeping of the agencies commission payment record. 

- Participate in the training of new agents and point of contact for agency inquiries in collaboration with the recruitment 
office. 

 
Qualifications 

- Undergraduate degree in Business, Education or a related field; with a minimum of 2 years of relevant experience 
working in post secondary or an equivalent combination of education and work experience. 

- A valid BC Driver’s License and access to a vehicle is an asset. 
- Ability to multi-task; good organization, scheduling, and time management skills. 
- Flexible working hours and adaptability in working at various satellite locations. 
- Ability to adapt in a diverse and fast-paced environment. 
- Ability to work remotely and adept in the use of new technology. 
- Experience in tracking basic financial information and data management. 
- Professional demeanor with excellent oral, written, interpersonal, and presentation skills. 
- Demonstrated ability to communicate effectively with diverse audiences and stakeholders. 
- Ability to work independently or as part of a team in order to meet deadlines and achieve project goals. 
- Must be proficient in Microsoft Office and Adobe Suit. 
- Ability to exercise a high level of judgment, discretion, and confidentiality. 
- A positive, can-do attitude. 
- Commitment to forwarding the missions and visions of the Colleges. 

 
Please submit your resume and cover letter to hr@corpuschristi.ca. 
Applications open until filled. Preferred start date: July 6 


