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PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

The Systems Coordinator supports TA operations with program specific digital transformation platforms such as 
a learning management system (LMS), student property management platform, virtual platforms, 
videostreaming, customized WiFi as well as future systems (scheduling, accreditation database, inventory 
management, etc.) 

The position is responsible for providing functional front-line support including resolving issues, coaching users 
on applications functionality and provides one-on-one training to understand processes and functionality of the 
application. 

The work of the Coordinator also includes monitoring, reporting and supporting data integrity, ensuring users 
have access to fulfill their business needs, and contributing to the identification and implementation of better 
processes to enhance the system uses. 

The position acts as the interface between the users and technical support regarding communication of system 
issues, the identification and collaboration to resolve user problems/issues and the participation in the testing of 
business solutions as well as testing new releases/upgrades. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. 
Each end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core 
end results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

1. The Coordinator is responsible for supporting system users to ensure the timely and efficient use of and
access to the data and information within the system to make decisions regarding training provided,
enrolment and use of the system. This includes:

• Maintaining user guide, quick sheet/'tip sheet' and system updates and providing the information
to users.

• Being the first point (face-to-face, telephone, email) of contact for users experience application
problems and determining the level of severity to troubleshoot, develop fix or workarounds or
escalate.

• Tracking and logging 'issues' including escalated and closing of 'issues' to ensure all user issues
have been resolved.

• Analysing 'issues/problems' to determine and recommend the need for system enhancements.
• Reviewing data on a regular basis to perform data clean up in a timely manner.
• Ensuring security access is reviewed and updated on a regular basis. Activities include:

o Processing security access requests, new, change and cover-off.
o Assists users in completion of requests for security chanQe/modification.
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Signatures 

The signatures below indicate that the incumbent, manager and division director/ADM have read, discussed and agreed that the 
information accurately reflects the work assigned (see Writing Guide Page 16) 

Incumbent 

Name 

Manager 

Name 

Division Director/ADM 

Name 

Classification: Protected A 

Signature 

 
•  

Signature 

Signature 

Date 

Date 

Date 

I [Document subtitle] 


