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YORK UNIVERSITY
DEPARTMENT OF HUMAN RESOURCES

JOB POSTING - YUSA

JOB TITLE: PGME Program and Accreditation
Coordinator JOB CODE: 956950

DEPARTMENT/FACULTY Office of School of Medicine SALARY BAND: 15

JOB PURPOSE:

 The PGME Program and Accreditation Coordinator plays a key role in supporting the planning, implementation,
coordination, and continuous improvement of accreditation activities and program development for the proposed
York University School of Medicine, with a primary focus on Postgraduate Medical Education (PGME) and the
Integrated Community-based Learning Network (ICLN). All Canadian medical schools with residency programs
must undergo accreditation through the Canadian Residency Accreditation Consortium (CanRAC) under the
CanERA framework, including accreditation processes led by the Royal College of Physicians and Surgeons of
Canada (RCPSC) and the College of Family Physicians of Canada (CFPC).

Reporting to the Accreditation Project Implementation Manager (PGME), (Manager), the PGME Program and
Accreditation Coordinator role supports an assigned portfolio of PGME programs, residency program
development initiatives, and accreditation-related governance and working committees associated with the
School of Medicine. While each committee has distinct terms of reference, membership and focus, the
Coordinator supports their collective mandate to research, develop, document, and advance the institutional and
programmatic elements required to establish and accredit PGME programs and to operationalize the ICLN. The
role provides end-to-end coordination and administrative support for PGME accreditation and continuous quality
improvement activities, including conducting research and environmental scans, preparing meeting and
accreditation materials, coordinating meetings and site review logistics, tracking action items and deliverables,
maintaining accreditation documentation, and supporting the preparation and submission of materials within the
CanERA accreditation system. The Coordinator ensures timely follow up, accurate recordkeeping, effective
communication, and alignment with the School of Medicine’s mission, vision, and applicable accreditation
standards. This role also provides support for establishing PGME office operations, program infrastructure
development, stakeholder and partner liaison, resident lifecycle coordination, and continuous program
development.

The PGME Program and Accreditation Coordinator demonstrates commitment to promoting decolonization,
diversity, equity, and inclusion in medical education and fostering a culture of excellence, professionalism, and
lifelong learning.

MAJOR AREAS OF RESPONSIBILITY:

1. PGME Accreditation & Quality Assurance
Percentage of time: 35%

A. Under the direction of the Manager, supports the implementation, monitoring, evaluation, and
continuous improvement of postgraduate medical education (PGME) accreditation processes for the
proposed York University School of Medicine. Ensures alignment with the General Standards of
Accreditation for Institutions with Residency Programs and Residency Programs, as defined by the
Canadian Residency Accreditation Consortium (CanRAC) under the CanERA framework, including
standards applicable to programs accredited by the Royal College of Physicians and Surgeons of
Canada (RCPSC) and the College of Family Physicians of Canada (CFPC).

B. Assists with the planning, coordination, and documentation required for Internal Reviews and External
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Reviews of residency programs, including those conducted as part of RCPSC and CFPC accreditation
cycles.

C. Prepares, compiles, and submits accreditation documentation and reports (e.g., progress reports, gap
analyses, Action Plan Outcome Reports (APORs), impact assessments, and supporting evidence)
within the CanERA accreditation system.

D. Supports post accreditation follow up and continuous improvement activities by tracking required
actions arising from accreditation findings and maintaining readiness for future accreditation reviews.

E. Coordinates PGME accreditation-related projects and initiatives, developing and maintaining project
timelines, milestones, dependencies, and tracking tools to support accreditation readiness and
continuous quality improvement.

F. Monitors and tracks PGME accreditation activities, action items, deliverables, and review cycles;
conducts gap analyses to identify risks, delays, or constraints and follows up with program leadership
and partners to support timely completion of requirements.

G. Maintains accurate and up to date accreditation records, including institutional and program-level
documentation, policies, procedures, committee records, and reference materials.

H. Coordinates, prepares for, and supports PGME and residency accreditation-related committee
meetings, including scheduling, logistics, agenda development, preparation of briefing materials,
presentations, and environmental scans.

Contacts: Accreditation Project Implementation Manager, Director Transition Team, PGME Programs Manager,
Senior Policy and Governance Advisor, Professional Association of Residents of Ontario (PARO)
representatives, Clinicians, Teaching Faculty, Employees, Advisors, Consultants, Committee Chairs, Committee
Members, External parties as needed.
Reason for Contact: Communicates and facilitates, resolves non-routine problems, seeks feedback, provides
updates, coordinates, collaborates, obtains and distributes information, clarifies policies and procedures, builds
resources and increases knowledge, facilitates committee meetings, develops and delivers presentations, seeks
and confirms approval from the Manager.

2. Program Planning and Implementation, Projects & Tracking
Percentage of time: 30%

A. Supports the development of program offices, administrative workflows, SOPs, data tracking, and
program evaluation activities.

B. Assists with the development of PGME program operations, including resident admissions, setting up
frameworks for rotation schedules, and policy operationalization.

C. Residency lifecycle support, including CaRMS activities, resident onboarding and orientations,
assistance with setting up and maintenance of platforms for payroll/stipend, scheduling, and
evaluations.

D. Continuous program development in the form of drafting, updating, and tracking policy, program
evaluation and iteration, and support for quality improvement initiatives.

Contacts: Director Transition Team, PGME Programs Manager, PARO representatives, Clinicians, Teaching
Faculty, Residents, Medical Students, Administrators, Employees, Advisors, Consultants, Committee Chairs,
Committee Members, External parties as needed.
Reason for Contact: Communicates and facilitates, resolves non-routine problems, seeks feedback, provides
updates, coordinates, collaborates, obtains and distributes information, clarifies policies and procedures, builds
resources and increases knowledge, facilitates committee meetings, develops and delivers presentations, seeks
and confirms approval from the Manager, organizes CaRMS interviews, communicates results to candidates.

3. Governance & Committee Support
Percentage of time: 15%

A. Provides coordination and administrative support to PGME governance and residency program
development committees, including specialty residency and Family Medicine committees, ensuring
alignment with institutional policies, accreditation standards, and the School of Medicine’s mission and
vision.
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B. Records and maintains organized documentation of committee minutes, decisions, action items,
correspondence, and outcomes in accordance with accreditation expectations.

C. Tracks committee membership, attendance, participation, and quorum requirements, ensuring
appropriate documentation and compliance with governance and accreditation standards.

D. Coordinates with clinical sites administration and Medica Education offices.
E. Provides support for the Program Directors and coordinates with the Program Administrators once the

programs are established.

Contacts: Accreditation Project Implementation Manager, Director Transition Team, PGME Programs Manager,
Senior Policy and Governance Advisor, PARO representatives, Clinicians, Teaching Faculty, Residents,
Medical Students, Administrators, Employees, Advisors, Consultants, Committee Chairs, Committee Members,
External parties as needed.
Reason for Contact: Communicates and facilitates, resolves non-routine problems, seeks feedback, provides
updates, coordinates, collaborates, obtains and distributes information, clarifies policies and procedures, builds
resources and increases knowledge, facilitates committee meetings, develops and delivers presentations, seeks
and confirms approval from the Manager, disseminates meeting minutes, appendices, and other relevant
correspondence following the committees.

4. Communication, Coordination & Stakeholder Engagement
Percentage of time: 10%

A. Supports effective communication and coordination with PGME stakeholders, including residency
program leadership, clinical site representatives, university partners, and external accreditation bodies
(CanRAC, RCPSC, CFPC).

B. Assists with the preparation of materials for senior leadership review and approval related to PGME
accreditation and program development activities.

C. Provides ongoing administrative and logistical support for PGME accreditation activities, including
meetings, workshops, site review logistics, and coordination of accreditation documentation and
records for residency programs and coordination of accreditation related events.

D. Participates in clinical site engagement, including operationalization of the ICLN, development and
tracking of inter-institutional affiliation (IIA) agreements.

E. Potentially liaising with hospital leadership, Ministry representatives, and health systems partners.

Contacts: Accreditation Project Implementation Manager, Director Transition Team, PGME Programs Manager,
Director Strategic Communications, Director, ICLN, PARO representatives, Clinicians, Teaching Faculty,
Residents, Medical Students, Administrators, Ministry representatives, Employees, Advisors, Consultants,
Committee Chairs, Committee Members, External parties as needed.
Reason for Contact: Communicates and facilitates, resolves non-routine problems, seeks feedback, provides
updates, coordinates, collaborates, obtains and distributes information, clarifies policies and procedures, builds
resources and increases knowledge, facilitates committee meetings, develops and delivers presentations, seeks
and confirms approval from the Manager, networks with the clinical sites administration, sends and receives IIA
agreements, reports the QI and program evaluation data.

5. Research and Environmental Scanning
Percentage of time: 5%

A. Conducts research and environmental scanning related to residency accreditation standards, regulatory
requirements, and best practices in postgraduate medical education.

B. Synthesizes and shares relevant information to support PGME committee discussions, policy
development, and informed accreditation-related decision-making.

Contacts: Accreditation Project Implementation Manager, Director Transition Team, PGME Programs Manager,
PARO representatives, Clinicians, Teaching Faculty, Residents, Medical Students, Administrators, Employees,
Advisors, Consultants, Committee Chairs, Committee Members, external parties as needed.
Reason for Contact: Communicates and facilitates, resolves non-routine problems, seeks feedback, provides
updates, coordinates, collaborates, obtains and distributes information, clarifies policies and procedures, builds
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resources and increases knowledge, facilitates committee meetings, develops and delivers presentations, seeks
and confirms approval from the Manager, seeks out relevant information to inform the iterations of program
design and QI.

6. Other duties as assigned
Percentage of time: 5%

COMMUNICATIONS:

English

Basic reading skills (e.g., scanning text, reading forms, etc.) ☒

Basic writing skills (e.g., writing brief notes, completing forms, etc.) ☒

Basic speaking skills (e.g., asking & answering simple or repetitive questions, etc.) ☒

Comprehends written material (e.g., extracting information/details, reading
reports/correspondence, etc.)

☒

Writes non-complex documents (e.g., composing factual
information/short routine correspondence, taking minutes, etc.)

☒

Sustains conversation on specific topics (e.g., explains standard policies/procedures/services,
etc.)

☒

Comprehends complex texts (e.g., reading & interpreting policy
papers/research papers/technical reports, etc.)

☒

Composes documents (e.g., drafting reports/recommendations/
research papers/summaries, etc.)

☒

Sustains in-depth conversation (e.g., interpreting & expressing
complicated ideas, making presentations, etc.)

☒

PHYSICAL & SENSORY DEMANDS/ENVIRONMENTAL CONDITIONS:

☒ VDT Use 80% ☒ Bending 5%
☒ Prolonged visual attention 60% ☒ Walking/mobility 5%
☒ Prolonged audio attention 45%
☒ Hand/finger dexterity 55%
☒ Prolonged sitting 55%
☒ Prolonged standing 15%

☒
Lifting and/or carrying
(approx. 10lbs/    kg) 5%
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QUALIFICATIONS:

Minimum level of formal education required:
University degree in a relevant field is required or an equivalent of 4 years recent experience (defined as within
the last five years) working at York University and performing the same or similar tasks. This education
equivalency is in addition to the experiential requirements outlined below.

Please note: This position requires the candidate to produce a verification of degree(s), credentials(s), or
equivalencies from accredited institutions and/or international equivalents at the time of interview.

Minimum number of years and type of relevant work experience required:
Three (3) years of related experience in project coordination or project management within postgraduate
medical education (PGME), including experience supporting residency program operations, accreditation
activities, or PGME governance structures.

Skill(s) required:
 Effective communication skills, including the ability to obtain and provide information in a clear and

concise manner and to produce written materials for diverse target audiences.
 Effective interpersonal skills, including the ability to work courteously, tactfully, and effectively with

internal and external stakeholders while maintaining confidentiality.
 Ability to collaborate and communicate effectively, respectfully, and sensitively across cultures in a

professional environment.
 Effective analytical skills, including the ability to collect, analyze, and synthesize data and prepare

written reports in multiple formats.
 Effective problem-solving skills, including identifying issues and proposing practical solutions to support

timely delivery of work.
 Strong attention to detail, including accurate proofreading, cross-referencing, and document verification

skills.
 Ability to interpret and track compliance with complex accreditation standards, policies, and

documentation requirements within postgraduate medical education.
 Strong organizational and time-management skills, including the ability to coordinate multiple,

competing priorities and deadlines independently.
 Ability to support formal committee and governance processes, including preparation of materials,

documentation of decisions, and follow-up tracking.
 Ability to exercise sound judgment and flexibility in an environment of continuous change and process

improvement.
 Ability to work independently and collaboratively in a high-volume, deadline-driven environment.
 Ability to adapt to new and emerging technologies and structured systems.
 Ability to plan and execute the logistics of complex events.

Additional knowledge required:
 Intermediate MS Office (Word, Excel, PowerPoint) skills, including the ability to use formulas/functions,

develop tracking tools and reports, manage large datasets, and produce structured documentation and
templates.

 Knowledge of the healthcare sector and medical education accreditation processes, with demonstrated
understanding of postgraduate medical education (PGME) accreditation frameworks, including
CanRAC/CanERA standards and residency program accreditation requirements administered by the
RCPSC and CFPC.

 Familiarity with accreditation management systems (e.g., CanAMS) and an understanding of
competency-based medical education frameworks used in PGME.
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 Cross-cultural competence and awareness of the principles and practices of decolonization, equity,
diversity and inclusion, particularly as they apply to academic, professional, and healthcare learning
environments.

 Knowledge and familiarity with project management software.

JOB SPECIFICATIONS:

Hours of work: Monday to Friday, 8:30 am – 4:30 pm. Flexibility is required when working with committees.
Evening work may be required.

Summer: Same
Requests to work overtime may occur periodically throughout the year

Peak periods for this position: Variable based on major milestones on major milestones/deliverables and
accreditation cycles
Hours during peak periods: Hours of work may change to accommodate committee support, as needed.


