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Position Title: Training Program Coordinator 
Program: Connected Minds
Contract Term: 1 year
Annual Salary: $65,000-$80,000 ($70,000-$75,000 target hiring range)
Hours of Work: Full-time, 35 hours per week
	ABOUT CONNECTED MINDS

	
Connected Minds: Neural and Machine Systems for a Healthy, Just Society (2023-2030) combines York’s existing science and technology research ecosystem, and longstanding institutional strengths in the social sciences, arts, and humanities with Queen’s University’s complementary strengths in neuroscience, health, and artificial intelligence, as well as a substantial consortium of multi-sector partners. The Connected Minds vision is to co-create and co-lead socially responsible, community engaged research that produces innovative technologies, policies, and regulations that optimize the benefits and mitigate the risks of the new techno-social collective. Connected Minds will fund 35 strategic faculty hires, partner-focused seed, team, and prototyping grants, KM/commercialization events, and an ambitious multi-institutional micro-credential training program with 385 trainees and cross-sector stakeholders. All activities will require interdisciplinary participation, and we will prioritize projects that benefit Indigenous and other equity-deserving groups. With CFREF funding, Connected Minds will lead Canada and the world in the socially responsible creation and adoption of scientific and technological innovation to promote a healthy, resilient, and just techno-social collective.

	

	ABOUT TRAINING AND THE CONNECTED MINDS PROGRAM

	
Connected Minds is committed to providing trainees (graduate students and postdoctoral fellows) with meaningful opportunities to develop research, professional, leadership, and community-engaged skills while fostering collaboration across disciplines, institutions, and sectors. Through workshops, networking activities, mentorship opportunities, funding programs, experiential learning, and trainee-led initiatives, the program seeks to create an enriching and supportive environment that prepares trainees to become future leaders in academia, industry, government, and the nonprofit sector.

Connected Minds is taking a new direction in its approach to training by committing to co-create the trainee experience alongside our trainees. We are fostering an environment where trainees are active partners in shaping training priorities, programming, and community-building initiatives through participation in advisory and governance structures, including the Training Advisory Group. By embedding trainee voices into the design and evolution of the program, we aim to create a training experience that is responsive, collaborative, and reflective of the needs and aspirations of our community.

The Training Program Coordinator plays a key role in supporting this vision by coordinating training activities, fostering trainee engagement, supporting governance and advisory structures, and helping ensure trainees have access to opportunities that contribute to their success, professional growth, and sense of belonging within the program.


	JOB PURPOSE

	
Reporting to the Director of Operations, the Training Program Coordinator is responsible for coordinating and advancing the Connected Minds training portfolio and trainee experience across York and Queen’s Universities. The incumbent serves as the primary point of contact for trainees and supports the planning, implementation, administration, financial tracking, and evaluation of training programs, funding opportunities, professional development activities, trainee engagement initiatives, and governance structures.

Working closely with faculty leadership, the Training Committee, the Trainee Advisory Group, and program staff, the Coordinator fosters a connected and engaged trainee community while ensuring trainees have access to meaningful opportunities that support their academic, professional, and leadership development. The Coordinator contributes to the ongoing development and evolution of the Connected Minds training program by identifying opportunities for innovation, supporting trainee co-creation, and working with leadership to continuously enhance the trainee experience. The role also provides operational support for training-related committees, competitions, communications, and initiatives, helping to ensure the successful delivery of Connected Minds' training objectives.


	MAJOR DUTIES

	
1. Training Program Administration & Coordination
· Coordinates the implementation and administration of Connected Minds training programs, initiatives, and activities. 
· Maintains training calendars, schedules, participation records, and related documentation. 
· Monitors training activities and identifies opportunities to improve trainee engagement and program effectiveness. 

2. Training Committee & Advisory Group Support
· Serves as staff liaison to the Connected Minds Training Committee and Trainee Advisory Group. 
· Coordinates committee and advisory group meetings, including scheduling, agenda preparation, minute-taking, action tracking, and follow-up activities. 
· Prepares briefing materials, reports, presentations, and other documentation to support committee activities. 
· Supports implementation of committee priorities, recommendations, and trainee-led initiatives. 
· Facilitates communication between trainees, faculty leadership, committee members, and program staff. 

3. Trainee Engagement, Communications & Community Building
· Serves as the primary point of contact for Connected Minds trainees. 
· Develops and distributes trainee-focused communications regarding training opportunities, events, competitions, and program initiatives. 
· Coordinates trainee engagement activities, networking opportunities, orientation activities, and community-building initiatives. 
· Develop and maintain resources and materials related to the Connected Minds trainee experience. 
· Supports trainee recognition initiatives and other activities that foster belonging and participation within the Connected Minds community. 

4. Professional Development & Training Initiatives
· Supports the planning and implementation of workshops, seminars, networking events, mentorship initiatives, and professional development activities. 
· Supports the implementation of trainee-led initiatives and recommendations arising from the Tree Advisory Group. 

5. Funding Competitions & Adjudication Support
· Coordinates the administration of training-related funding opportunities. 
· Supports the preparation of application materials, adjudication packages, and supporting documentation for reviewers and committees. 
· Supports communications with applicants, reviewers, and committee members throughout competition processes. 
· Maintains records of competition outcomes and funding decisions. 
· Prepares summaries and recommendations for leadership review and approval. 

6. Financial Administration, Reporting & Assessment
· Processes training-related expenses, reimbursements, and financial documentation. 
· Tracks expenditures associated with training activities and initiatives. 
· Coordinates trainee surveys, feedback collection, and assessment activities. 
· Compiles and summarizes trainee engagement and feedback data to support decision-making and continuous improvement. 


	QUALIFICATIONS

	
· Undergraduate degree in education, higher education administration, public administration, social sciences, communications, project management, or a related field, or an equivalent combination of education and relevant experience. 
· Minimum 3–5 years of experience coordinating programs, initiatives, committees, events, or student/trainee engagement activities in a post-secondary, research, nonprofit, or related environment. 
· Experience in a research-intensive or higher education environment is preferred.
· Strong organizational and project coordination skills with the ability to manage multiple priorities, deadlines, and competing demands simultaneously. 
· Excellent interpersonal and relationship-building skills, with the ability to engage effectively with trainees, faculty, and staff. 
· Strong written and verbal communication skills, including experience preparing meeting materials, minutes, reports, and communications for diverse audiences. 
· Ability to work independently while contributing effectively as part of a collaborative team. 
· Strong attention to detail and commitment to accuracy in administrative and financial processes. 
· Demonstrated problem-solving skills and the ability to identify opportunities for process improvement. 
· Proficiency with Microsoft Office applications (Word, Excel, PowerPoint, Outlook) and experience using virtual collaboration and meeting platforms. 
· Demonstrated commitment to fostering inclusive, welcoming, and respectful environments for diverse communities.



Application Instructions: 
Please submit a cover letter and resume to Nicoleta Negoita, Senior People Partner, at nicol23@yorku.ca by July 17, 2026.
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