
 

2015-2016 Executive Board Meeting 
 

Topic:   Executive Board Meeting 15-18 
Date & Time:  Thursday, November 26, 2015 
   8:30 a.m. 
Place:   MSU Boardroom, MUSC 201 

 

Items:  1)  Adopt Agenda  
  2)  Adopt Minutes   
  3)  Advocacy Report Christine Yachouh 
  4)  Maroons Report Nicole Vandenheuval 
  5)  Spark Report Michael Gill 
  6)  Sponsorship & Donations Committee 

Recommendations  
D’Angela 

  7)  Job Descriptions Guarna 
  8)    
  9)    
  10)    
  11)    
  12)    
  13)   
  14)   
  15)   
     
Objectives  1)  Adopt Agenda  
  2)  Adopt Minutes  
  3)  Report  
  4)  Report  
  5)  Report  
  6)    
  7)    
  8)    
  9)    
  10)    
  11)    
  12)    
  13)    
  14)    
  15)    
  16)  Provide Information & Answer Questions  
  17)  Unfinished/Other Business  
  18)  Time of Next Meeting and Motion to Adjourn  
 

Motions 
 
6. Moved by D’Angela, seconded by _____, that the Executive Board approve the following 

recommendations from the Sponsorship and Donations Committee: 
o $250 donation to Sabnam Mahmuda 
o $250 donation to Sangjin Lee   



7. Moved by Guarna, seconded by ___ that the Executive Board approve the following job descriptions, 
effective May 1, 2016: Diversity Director, Diversity Assistant Director, Maroons Coordinator, MAC Bread 
Bin Director, Deputy Returning Officer, Spark Coordinator, and WGEN Coordinator.   



Executive Board Meeting 15-18 
Thursday, November 26, 2015 @ 8:30am 
MSU Boardroom, MUSC room 201 
 
Called to Order 8:37am 
Present D’Angela, Guarna, Hsu, Ibe, Nadarajah, Nestico-Semianiw, Osazuwa, Stegmaier 
Late D’Souza  
Absent  
Others Present V. Scott (Recording Secretary), Nicole Vandenheuval (Maroons Coordinator), 

Nishan Zewge-Abubaker (Diversity Services Director) 
 
1. Adopt Agenda 
 
Moved by Stegmaier, seconded by Hsu that the Executive Board adopt the agenda, as presented. 
 
Amendment  

 D’Angela – Add Closed Session, Committee of the Whole – Advocacy, Committee of the Whole – Service 
Reports 

 
Moved by Stegmaier, seconded by Hsu that the Executive Board adopt the agenda, as amended. 
 

Passes Unanimously 
 
2. Maroons Report – Nicole Vandenheuval presented  
 

 Vandenheuval summarized the report.   
 
Questions 

 Guarna asked if there was any progress on those members who weren’t doing their office hours. 
Vandenheuval responded that she has brought it up with them and that they need to be better at getting 
people to fill their spot.  

 Guarna asked if formal usually happened at this time of year, and if ticket sales have gone down because 
of midterms being on Fridays. Vandenheuval responded that they’ve always had the formal on a Friday, 
but there weren’t any venues available for the date they wanted.  

 Nadarajah asked if costs were cut for the formal. Vandenheuval responded that the venue that they were 
using this year was less expensive than the Art Gallery last year.  

 Ibe asked how many first year students they are meeting weekly. Vandenheuval responded that the 
number fluctuates but last week they had around seven to right people who showed up and were 
engaged.  

 
3. Advocacy Report – report attached.  
 

 Nestico-Semianiw summarized the report.  
 
Questions  

 D’Angela asked why there wasn’t any tabling in MUSC for the campaign. Guarna responded that the SCSN 
Director wasn’t on the ball and didn’t book tables.  

 Guarna stated that she was disappointed that this report was late, again. She added that the quality is not 
comparable to the reports seen from other services. Guarna stated that while she knows that Advocacy 
doesn’t have their own budget, they can still speak to what was being spent. She added that there should 
be a more effective way of reporting outreach other than posting a screenshot.  

 Ibe asked how Municipal Advocacy Week went. Nestico-Semianiw responded that it was good.  
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 Guarna stated that the AST did a wonderful job with the MAC Lives Here campaign, and without them it 
would have been a train wreck.  

 
4. Spark Report – report attached  
 

 Guarna summarized the report.  She added that Spark received money from SSC to help run next 
semester.  

 
Questions  

 D’Angela asked Guarna if she could ask the Coordinator if the location changed for the first year forum. 
He explained that he saw a purchase order for TwelvEighty catering but they can’t do that in CIBC Hall. 
Hsu responded that the forum is taking place outside of CIBC Hall.  

 Ibe asked what considerations go into creating sessions for Spark. Guarna responded that Kevin and 
Lindsay design the sessions and have a number of topics to go over. She explained that she doesn’t know 
how they decide what gets included and what doesn’t.  

 
5. Sponsorship & Donations  
 
Moved by D’Angela, seconded by Guarna that the Executive Board approve the following recommendations from 
the Sponsorship and Donations Committee: 

o $250 donation to Sabnam Mahmuda 
o $250 donation to Sangjin Lee   

 
 D’Angela went over the memo with the Board.  

 
Vote on Motion 
 

Passes Unanimously 
 
6. Job Descriptions  
 
Moved by Guarna, seconded by Osazuwa that the Executive Board approve the following job descriptions, 
effective May 1, 2016: Diversity Director, Diversity Assistant Director, Maroons Coordinator, MAC Bread Bin 
Director, Deputy Returning Officer, Spark Coordinator, and WGEN Coordinator.   
 

 Guarna explained that most are subtle changes, and that the job descriptions were circulated to the PTMs 
at the last meeting they had. 

 
Vote on Motion 
 

Passes Unanimously 
 
D’Souza arrived at 9:06am 
 
7. Committee of the Whole – Advocacy  
 
Moved by Nestico-Semianiw, seconded by D’Souza that the Executive Board move into Committee of the Whole to 
discuss updates on Advocacy.  
 

Passes Unanimously 
 
Moved by Nestico-Semianiw, seconded by Guarna that the Executive Board move out of Committee of the Whole 
and to Rise and Report.  
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Passes Unanimously 

 
Rise and Report  

 Nestico-Semianiw reported that there were great discussions about advocacy. There was discussion on 
interest deferral payments on tuition, and students getting charged interest on academic charges but not 
ancillary fees. They also talked about advocating for transitioning public scholarships from merit to needs 
based. Nestico-Semianiw reported that there was also a discussion about the MSU Emergency Bursary 
being facilitated by Financial Aid & Scholarships.  

 
8. Closed Session  
 
Moved by Guarna, seconded by Osazuwa to move into Closed Session and invite Nishan Zewge-Abubaker to 
participate.  
 

Passes Unanimously 
 
9. Return to Open Session  
 
Committee of the Whole – Service Reports 
 
Moved by Guarna, seconded by Hsu that the Executive Board move into Committee of the Whole to discuss 
Service Reports.  
 

Passes Unanimously 
 
Moved by Guarna, seconded by Nadarajah to move out of Committee of the Whole and to Rise and Report.  
 

Passes Unanimously 
 
Rise and Report  

 Guarna reported that they would like to see Advocacy give more detailed reports. Great job with 
campaigns and having a strong team, but would like to see how much has been spent this year. Guarna 
reported that the Board wondered if Maroons needed a formal, as there may be formal fatigue and other 
constraints during the year. The Board discussed the idea of possibly having more programming if there 
wasn’t a formal, as there would be more money to spend.  Guarna reported that the Board wanted Spark 
to look into the First Year Forum and the cost of food.  

 
D’Souza left at 10:23am 
 
10. Diversity Job Descriptions 
 
Moved by Guarna, seconded by Nadarajah that the Executive Board approve the changes to the hours for Diversity 
Services Director to be 12 hours a week during the academic year, and for the Diversity Services Assistant Director 
to be 8 hours a week during the academic year, effective May 1, 2016.  
 

 Guarna explained that this came from their conversation from Closed Session.  
 
Vote on Motion 
 

Passes Unanimously 
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11. Information and Question Period 
 

 Guarna reported that striking hiring committees will happen when they get back from the break,  and 
asked the Board to please sign up for the ones they wish to sit on. She asked for a minimum of two.  

 
12. Adjournment and Time of Next Meeting 
 
Moved by Osazuwa, seconded by Ibe that the Executive Board meeting adjourn.  
 
Time of Next Meeting:  
 

TBD 
MSU Boardroom, MUSC 201 

 
 
Adjourned at 10:28am 
 
 
/vs 
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UPDATE  

 

o Ran a team social 

o Volunteers tabling for Student Housing Campaign 

o Participated and promoted Municipal Advocacy Week 

o MacTalks preparation is happening  

o OUSA Campaign set for January 

 

SERVICE USAGE  

 

The AST Facebook page has had little traffic since the lull after the MacVotes Campaign. 

The peak post reach is a result of the shares, likes and comments of the OUSA Plenary 

livestream. Municipal Advocacy week was mainly advertised through Twitter, with an 

accompanying announcement on Facebook. Student Housing promotion had been done 

by SCSN. 

 

 
Figure 1: Facebook post reach from November 5

th
 to November 24

th
, 2015.  

. 

 

 REPORT 
 From the office of the… 

 Advocacy Coordinator 

  
TO: Members of the Executive Board 

FROM: Christine Yachouh 

SUBJECT: Advocacy Report 3 

DATE: Thursday, November 26, 2015 
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Student Housing Campaign 

 From last week’s table shifts in Thode and Mills Libraries, we only received 70 

responses to the #MacLivesHere notes to Ward 1 Councillor Aiden Johnson 

 

PAST EVENTS, PROJECTS & ACTIVITIES  

 

OUSA Policy Feedback: 

Facilitated feedback in our team meetings for the three policy papers (Teaching and 

Learning, The Broader Learning Environment, and Student Financial Assistance).  

 

Municipal Advocacy Week: 

Promoted the week’s meetings via Twitter and Facebook.  

 

Student Housing Campaign: 

AST has been tabling in Mills and Thode for the campaign and assisted the SCSN and 

EA committee  in their promotion for policy feedback sessions and engaging via twitter 

using the hashtag. 

 

Volunteer Social: 

Held on Saturday, November 20
th

, we had a potluck with games at the house of an 

executive. We had a great turnout and we received a lot of positive feedback from 

volutneers.  

 

UPCOMING EVENTS, PROJECTS & ACTIVITIES  

 

Student Housing Campaign: 

This week will be the last week for the campaign. Two of our AST members (Shaarujaa 

and Dawnie) contributed blogs speaking about their experiences with/searching for 

student housing. A Buzzfeed quiz will also be launched for students to review their rights 

as outlined by the Landlord Tenant Act.  

 

BUDGET  

 

N/A 

 

VOLUNTEERS 

 

The executive have been doing a phenomenal job engaging volunteers and keeping them 

happy. We’ve been very accommodating of their academic schedules and I think they’ve 

been really appreciative of our flexibility. 
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CURRENT CHALLENGES  

 

Promoting Advocacy in the MSU 

Something I’ve been thinking of and I know some in the Education Department have 

discussed is changing the Advocacy Street Team social media to be MSU Advocacy in 

order to reflect the work that the street team, university affairs and external affairs 

committee do. There is a concern with the work External Affairs is doing not always 

having a specific outlet to promote things, as well as the University Affairs committee, 

however it is not necessarily work being done by the Advocacy Street Team.  

 

SUCCESSES  

 

General 

 My Volunteer Coordinator, Sutina, has done a fantastic job of keeping the 

volunteers engaged and making them feel valued and keeping them excited via 

customized team buzzfeed quizzes and socials. 

 Our volunteers are always out at tables and mass promoting everything we throw 

at them and they are doing an amazing job and our reach is great when they’re 

engaged 

 

Student Housing Campaign 

 My Logisitics Coordinators, Sandy and Allison , designed a wonderful engaging 

training session for the team after reading pages and pages of research on 

Landlord and Tenant relations 

 My Promotions Coordinator, Surinder, pumped out the promotional materials for 

the campaign within the weekend of the campaign and worked on several flow 

charts to make data easier to understand 
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UPDATE   

Over the past two weeks we have been dedicated to planning and promoting “Once Upon a Time: A Formal 

Presented by the MSU Maroons” which is happening tonight! 

 

SERVICE USAGE 

We currently have 408 emails on our emailing list, and a continued increase in students engaging on our 

social media platforms.  

Twitter Analytics (November 23): 

 
Facebook Likes (November 23): 

 

 

 

 

 

 

 

 

 

 

 

 

Our social committee has continued to meet in the couple weeks since my last report. These meetings have 

involved students looking into Hamilton locations to be featured at our Formal to promote Hamilton outreach 

and #DiscoverYourCity through our partnership with SCSN at the formal. Within athletics the intramural 

season and varsity home games have finished for the season, we look forward to continuing our presence in 

the winter term. 

 

PAST EVENTS, PROJECTS & ACTIVITIES  

Since my report two weeks ago the Maroons been working towards formal and have continued our First Year 

Fridays campaign. First Year Fridays is a new initiative which began this year in hopes to engage first years. 

. 

 

 REPORT 
 From the office of the… 

 MSU Maroons 

  
TO: Members of the Executive Board 

FROM: Nicole Vandenheuvel 

SUBJECT: MSU Maroons Report 6 

DATE: Thursday, November 26, 2015 
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A joint project with MSU Spark we are continuing to see growth in the project and I am looking forward to 

see the progress in next term when we can immerse First Year Council with the project.  

 

UPCOMING EVENTS, PROJECTS & ACTIVITIES  

The “Once Upon a Time: A Formal Presented by the MSU Maroons” is tonight! Located at the Scottish Rite 

Club we are excited to get students engaged in the Hamilton community and enjoy an evening of dancing, 

food and discovering their city. We hope the night runs smoothly and that it is a great opportunity for 

students to celebrate the end of the term and de-stress prior to exam season. I am also waiting on Alumni 

Association to hear about whether the annual exam de-stressor run with the Maroons and Alumni will be 

occurring in the upcoming weeks. 

 

BUDGET  

 

Current Approved % Budget 

 

YTD Budget Used 

 

2015-16 2016 To Date 

    3801-0120 MAROONS - MISC. REVENUE (1,300.00) (4,000.00) 32.50% 

3881-0120 MAROONS - UNIFORM REVENUES (2,610.00) (4,500.00) 58.00% 

5003-0120 MAROONS - OFFICE SUPPLIES 74.94 160.00 46.84% 

6102-0120 MAROONS - ANNUAL CAMPAIGNS 

 

6,000.00 0.00% 

6415-0120 MAROONS - RECOGNITION AWARDS 

 

1,000.00 0.00% 

6501-0120 MAROONS - ADV. & PROMO. 374.03 1,500.00 24.94% 

6603-0120 MAROONS - SPECIAL PROJECTS 153.63 1,000.00 15.36% 

6633-0120 MAROONS - UNIFORMS 6,941.31 6,000.00 115.69% 

6804-0120 MAROONS - MEMBER TRAINING 1,535.04 1,700.00 90.30% 

 

      

Total All 11,602.22 18,990.00 61.10% 

The $1300 in Miscellaneous Revenue should be in the Uniform Revenue. I have spoken with Sean about this 

and am under the assumption it has changed. I will be checking on the status of this in the upcoming week. 

Additionally, several expenses have been made in the Annual Campaigns budget line in the past several 

weeks in preparation for formal. Our total expenditure is $4275, which according to my transition report is 

$812.55 cheaper than last year’s expenses. I hope that the reduced expenditure will compensate for the 

potential reduced sales this year. 

 

VOLUNTEERS 

Attendance and participation has declined in the past few weeks with the onset of midterms and assignments. 

I hope in the coming term we can re-establish attendance requirements and empower Representatives to want 

to attend and promote events. 

 

CURRENT CHALLENGES  

Our greatest challenge over the past two weeks has been ticket sales for the formal. We have been providing 

an array of engaging promotions, however, sales seem to be lower than anticipated. Last year sales were a 

giant success as we focused on year promotion by labeling the formal “Maroons Present Starry Night: A First 

Year Formal.” This was something we were encouraged to change this year as upper year students we’re 

discouraged, however, I believe a large reason the formal was a sold out last year could be attributed to the 

label and the lack of an IRC Formal last year. This will be something to take into consideration next year 

when determining a plan with formal (should the new Coordinator and Social Executives choose to plan a 

formal). 
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SUCCESSES  

We have had a very strong social media presence in the past several weeks with promotions that has been 

commented on by several MSU members. I attribute this success to defining and outlining the different roles 

in Promotions and Public Relations in addition to having a team dedicated to strong online promotions to 

reach as many students as possible which is outlined by our post reach this week nearing 8000. 
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UPDATE  

 

The term is wrapping up nicely for our squad! We finished our second workshop, secured a sponsorship 

of $300 from the SSC for our support of firt generation students, have begun constructing promotional 

materials for Term 2 registration, and are working away at  

 

SERVICE USAGE  

 

We’ve continued to maintain an average of 5 students per session – our Team Leaders have done a 

spectacular job of adapting sessions to accommodate groups with lower attendance. We’ve also had 

great success with joint sessions and pairing multiple groups together inorder to help students connect 

with more individuals. 

 

Our Exam Prep and Wellness workshop boasted 28 participants, most of whom were not enrolled in the 

Spark program. This turnout is something to be proud of, and we’re excited to explore hosting 

workshops on weekdays in second term to see if this helps us pull the numbers even higher. 

 

PAST EVENTS, PROJECTS & ACTIVITIES  

 

Session 7, 8, 9 
Session 7 focused on Wellness, and helped build comfort with students who might not know how to 

access peer support services, or how these groups can offer them help. Huge thanks to SHEC, and 

WGEN for offering volunteers and support on short notice. 

 

Session 8 focused around diversity, and was incredibly well received by groups. For example, one 

student was put in contact with Diversity Services by their Team Leader, as the session got them excited 

about the possibility of an “Inclusive Language” campaign. 

 

Session 9 revolved around Getting Involved. The goal is to help students not only reflect on where they 

might want to get involved, aid them in recognizing the qualities that make them a good applicant, and 

give them some basic interview skills to help them succeed moving forward. 

 

Spark Ambassadors 

. 

 

 REPORT 
 From the office of the… 

 MSU Spark Coordinator 

  
TO: Members of the Executive Board 

FROM: Mike Gill 

SUBJECT: MSU Spark Report 4 

DATE: November 23rd, 2015 
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Our Spark Ambassadors have already been hugely valuable to the service. They provided deep, valuable 

feedback on our sessions, and have starred in an “Exam Pump Up” video that will be circulated online to 

boost morale during December. 

 

Team Leader Potluck 
Our Team Leaders got together for a potluck style social last Friday night. Attendance peaked at around 

20 people, which is awesome representation from a group of 40. 

 

SSC Sponsorship 
The SSC, through Gina Robinson, have agreed to sponsor the Spark Mentorship program due to the 

support it is providing to many first generation university students. 

 

 

UPCOMING EVENTS, PROJECTS & ACTIVITIES  

 

Team Leader and Exec 1 on Midterm Meetings  
Over the next two weeks I will be meeting with every team leader for ~30 minutes to go over their 

experience in the program so far, and to reaffirm expectations for Term 2. I will be doing hour long 

feedback sessions with each exec to help identify areas where I could be doing better, as well as to 

discuss opportunities for their development. 

 

Team Leader Feedback Round 2 
We will be releasing a second round of Team Leader feedback following Session 9 in order to see if 

most issues have been addressed, and to provide Team Leaders an opportunity to suggest further 

improvements. 

 

Sessions Revision 
Thanks to hard work by Lindsay and Kevan, our service will be going through a rather intensive session 

review process. Our next training will be dedicated to rotational session providing feedback, and the 

following week exec as well as any interested Team Leaders will be invited to come directly shape our 

future sessions. 

 

Guidebook #3 
Guidebook #3 will be published in early December, and is built around a number of helpful tips for 

success during exams. Kudos to Helen and her committee for putting this document rapidly. 

 

Closing Ceremonies 
Closing Ceremonies for the Fall Cohort will be taking place in bridges on December 7th. This will 

feature a coffee house where Team Leaders are encouraged to perform with their Spark students. 

 

First Year Feedback Forum 
Since our last update, Melissa from SWELL, as well as a representative from Arrive and Thrive have 

committed to attending First Year Feedback Forum. We have received quotes for catering and AvTek. I 

am still waiting to meet with FYC to obtain funding from them. Blake Oliver has been a huge help in 

getting this event off it’s feet. Wid Yaseen is also doing an amazing job in taking on this event. 

 

BUDGET  

Category Ytd Pr. YTD Approved Budget 
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Special Projects $300 $503.01 $4,000 

Advertising Promo. $2,011 $1,090.48 $2,400 

Leader Training $395.63 $175.74 $500 

Wages $3895.12 $3709.12 $6600 

 

VOLUNTEERS 

I believe the volunteer team is generally in a good place right now. Next term, some of our Team Leader 

co-pairs will be shuffled, both due to logistical constraints and the potential for TLs to opt for a new 

partner. I am excited to see how this breathes new life/energy in to the team. 

 

CURRENT CHALLENGES  

Booking for Term 2 is almost ubiquitously frozen until December. This puts a somewhat large stress on 

the service, given that we would prefer to have rooms decided far in advance of sessions starting. 

 

SUCCESSES  
Our team is very much finishing strong. I am excited to see how the last few weeks play out, and to see 

how we are able to make the most of our second round of sessions. 

 

Kevan and Lindsay deserve especial praise for the extensive work they’ve put in to recent TL training 

and in planning for session re-design.  

 

Wid has been exceptionally motivated and hardworking in preparing items for first year feedback forum. 

 

A number of our Team Leaders consistently go above and beyond in their contribution and participation 

across our service. Recently, a few individuals have been especially deserving of praise: Sarah Luciw, 

Chris Chiu, Maha Moin, Adam Merlo, Ayesha Rizwan, Mishaal Umar, Patricia Kousoulas, and Genya 

Oparin. 



 

 Dear Members of the Executive Board,  
 
 The Sponsorship and Donations Committee had their third meeting of 
the academic year this past Friday. Here are the recommendations that we 
have made from that meeting. 
 
Donations 
The Committee reviewed the application from Sabnam Mahmuda to help 
support her for a research project she is doing in Zambia regarding malaria 
elimination. The total cost of the trip is over $2400, so we recommend the full 
amount of over $250.  
 
The committee also reviewed the application of Sangjin Lee. He is attending 
the Intervarsity Christian Fellowship in St. Louis Missouri. We recommend the 
full donation amount of $250 since the conference fees and travel total over 
$600.  
 
    
 

Sincerely, 

 
 
 

Daniel D'Angela  
Vice President (Finance) 
vpfinance@msu.mcmaster.ca 
 

. 

MEMO 
From the office of the… 

Vice-President Finance 
 

TO: Executive Board 

FROM: Vice President (Finance) 

SUBJECT: Sponsorship and Donations Recommendations  

DATE: November 24, 2015 

mailto:vpfinance@msu.mcmaster.ca


 
Dear Executive Board, 

 
Job Descriptions 
 
Over the last few days, I have been reviewing (with the current PTMs) the Job 
Descriptions of our Part-Time Managers. Given the change over each year of these 
roles, I wanted to ensure that the current practices of our PTMs are reflected in these 
documents.  
 
For all of the Job Descriptions I am bringing forward this meeting, I have made minor 
changes (updating titles, changing reporting structures to indicate current practice, 
etc). While this list of JDs is not exhaustive, I plan on continuing to update the Job 
Descriptions of the remaining PTMs which require more extensive review and 
consultation. You will notice that the most substantial changes are reflected in the 
Diversity Services Director and Assistant Director Job Descriptions.  
 
The following Job Descriptions are being put forward for your consideration: 
Diversity Director, Diversity Assistant Director, Maroons, Breadbin, DRO, Spark, and 
WGEN.   
 
Hiring Boards: 
 
We will be hiring people for our part-time positions starting in January. These jobs 
will be posted at the beginning of December and closing a week after we get back 
from holidays. In order to maintain some semblance of order in this process, Jess and 
I will be circulating a hiring schedule and a google doc next week for you to sign up 
for hiring boards.  
 
We ask that you each sign up for a minimum of two hiring boards. Please think about 
the positions that you will be interested in helping to hire for and the corresponding 
dates. I also ask that you try to not hire for services that you have a close relationship 
with as it will ensure an un-biased and fair hiring process. Please keep in mind that 
each interview is 30 minutes in length and we typically interview 2-4 candidates per 
position. We also need time to review the applications and deliberate. Overall, we 

. 

Memorandum 
From the office of the… 

Vice President Administration 
 

TO: Members of the Executive Board 

FROM: Giuliana Guarna 

SUBJECT: Part Time Manager Job Descriptions   

DATE: November 24th, 2015  

  



expect you to allot ~10 hours of availability to ensure that we can meet candidate 
availability, but you will likely be required to only complete 4-5 hours of work per 
position.   

 
 
Thanks,  
 

 
Giuliana Guarna 
Vice President (Administration) 
McMaster Students Union 

vpadmin@msu.mcmaster.ca  
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JOB DESCRIPTION 
Part Time Manager 

 

Position Title: Women and Gender Equity Network (WGEN) Pilot Coordinator 

  

Term of Office: July 1 –May 1 - April 30 

  

Supervisor: Executive Board through the Vice-President (Administration) 

  

Remuneration: Refer to MSU OPERATING POLICY 2.2 - EMPLOYMENT (WAGES) 

  

Hours of Work: 12 per week (academic), variable capped (summer)  

 

General Scope of Duties 

The Women and Gender Equity Network (WGEN) Pilot Coordinator is responsible for the creation and 
delivery of programming and awareness events and campaigns about gender equity issues on campus. 
They will operate within an Anti-Racist and Anti-Oppressive Framework, and create a safe space in the 
Network's associated spaces for women, trans students, survivors of sexual assault and their supporters 
to come and feel welcome and secure. 
 

 
 

Major Duties and Responsibilities 

 

Category Percent Specifics 

Supervisory Function                                         40%  Responsible for the recruitment, training and supervision 
of the Executive members and volunteers 

 Initiate and supervise creation of initiatives and 
programming 

 Chair WGEN Advisory Board 
 Coordinate ongoing volunteer and Executive team 

training with the Volunteer Coordinator throughout the 
year 

Financial & Budgeting 
Function                        

10%  Work with the Vice President (Finance) to meet the 
financial needs of the pilot service 

 Review ledgers on a monthly basis to ensure adherence 
to budget 

 Maintain proper records of Purchase Orders and 
transactions 

 Submitting Purchase Orders in a timely manner 
 Work with the Vice President (Finance) to review the 

service budget prior to completing the employment term 

Communications Function                            25%  Work to foster a professional relationship with McMaster 
Human Rights & Equity Services (HRES) 

 Be knowledgeable about activities of the President’s 



Women & Gender Equity Network (WGEN) Pilot Coordinator Job Description  
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Advisory Committee on Building an Inclusive Community 
(PACBIC) 

 Collaborate with Hamilton based organizations (SACHA 
& YWCA) 

 Advise and assist MSU staff members with matters 
relating to campus gender equity issues 

 Prepare for submission to Executive Board a detailed 
Year Plan and two reports per term 

 Participate in monthly Part-Time manger meetings  

Advertising & Promotions 
Function                    

20%  Promote events and campaigns as required using a 
variety of mediums, including but not limited to print and 
digital media 

 Utilize the appropriate MSU departments to promote 
WGEN activities on campus (The Silhouette, CFMU, 
MSU Almanac, Underground Media & Design etc.) 

 Ensure webpage is updated regularly  
 Ensure there are informative campaigns run 

Other             5%  Responsible for tasks associated with the WGEN Pilot 
Review Process 

 Responsible for other duties as assigned by the Vice-
President (Administration) and WGEN Advisory Board 

 

Knowledge, Skills and Abilities 

 Awareness and understanding of topics associated with WGEN ( i.e. transphobia, racism, sexism, 
ableism, and human rights, heterosexism, cissexism, heteronormativity, intersecting oppressions and 
invisible privilege, sexual assault) 

 Knowledge of the philosophies and fundamentals of WGEN operations 
 Knowledge of related Women, trans, and sexual assault resources on campus and in the larger 

Hamilton community 
 Peer counseling and education skills 
 Confidence and ability to challenge dominant views 
 Organizational and time management skills 
 Leadership skills with the ability to lead and direct a team 
 Interpersonal skills 
 Communication skills are required, especially the ability to talk to large groups of people 
 

Effort & Responsibility 

 Commitment will vary by week; summer planning may be more intensive than during the academic 
year 

 Effort may be required to balance WGEN responsibilities and academic/other responsibilities 
 Effort required to exercise judgment in staff discipline situations 
 Effort required to deal with sensitive subject material and maintain confidentiality 
 

Working Conditions 

 Office space in the MSU Committee Room 

 

Training and Experience 

 Participation in MSU Management Training   
 Suicide Awareness or Intervention Training* QPR (Question, Persuade, Refer) Training* 
 Positive Space and Trans 101 Training* 
 Suicide Risk Assessment* 
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*Training can be provided – experience / prior completion is an asset. 
 

Equipment 

 Use of personal computer preferred  
 Shared office computer is provided 
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JOB DESCRIPTION 
Part Time Manager 

 

Position Title: Spark Coordinator 

  

Term of Office: May 1 – April 30 

  

Supervisor: Executive Board through Vice President (Administration) 

  

Remuneration: Refer to MSU OPERATING POLICY 2.2 - EMPLOYMENT (WAGES) 

  

Hours of Work: Variable Capped (Summer) 
12 hours/week (Academic) 

 

General Scope of Duties 

The Spark Coordinator will be responsible for planning and implementing Spark, the MSU’s first year 
success program. The job responsibilities are diverse, including consulting and then planning the topics 
and activities for weekly sessions, allocating and accounting for a moderately sized budget, doing 
outreach to recruit upper-year volunteers and first-year students, and managing a team of student 
volunteers throughout the year. This position requires a well-rounded individual with a demonstrated 
passion for first year success. Strong organization, creativity, and leadership are some key skills that are 
required for this position. 

 
 

Major Duties and Responsibilities 

 

Category Percent Specifics 

Supervisory Function                                         45%  Recruit, train, and supervise all volunteers, including 
preparing them  during the academic terms for the 
upcoming week’s session themes, activities, and 
questions through weekly meetings; 

 Develop a year plan for the weekly activities, discussion 
topics, and reflection questions for all sessions; 

 Organize first year students into session groups; 
 Schedule optimal meeting times for session groups 
 Address any concerns or questions from volunteers and 

first year students; 
 Book appropriate space on campus for sessions and 

other events; 
 Ensure that the goals of the program are being fulfilled by 

volunteers; 
 Ensure that the fundamental goals of the program are 

being fulfilled by all volunteers; 

Financial & Budgeting 
Function                        

10%  Work with the Vice-President (Finance) to meet the 
financial needs of the service; 
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 Prepare Purchase Orders (POs) and Standing Orders as 
required, reviewing the Spark Bill Folder weekly; 

 Maintain constant communication with the Vice-President 
(Finance) on financial matters, including undergoing a 
budget review process; 

 Review the general ledger entries and monthly 
statements to ensure transactions have been properly 
recorded 

 Maintain proper records of POs and transactions 

Communications Function                            20%  Communicate with all needed campus and community 
resources; 

 Coordinate contacts to promote Spark events with MSU 
services, McMaster campus organizations, and the 
surrounding McMaster community; 

 Participate in monthly Part-Time manager meetings 
 Prepare for submission to the Executive Board (EB) a 

detailed year plan (summer) and two reports per term; 
 Ensure website is updated regularly. 

Advertising & Promotions 
Function                    

20%  Promote the Spark program to members of the McMaster 
community during various campus events; 

 Utilize the appropriate MSU departments to promote the 
Spark program on campus (i.e. The Silhouette, CFMU, 
MSU Almanac, Underground Media & Design, Compass 
Information Centre, etc.); 

 Work with the Student Life Development Coordinator and 
MSU Underground on branding and design of printed 
materials. 

Other             5%  Participate in a performance evaluation process set out 
by the Vice-President (Administration); 

 Responsible for other duties as assigned by the Vice-
President (Administration); 

 Provide transition for the incoming Spark Coordinator. 
 

Knowledge, Skills and Abilities 

 Knowledge of campus services  
 Strong organizational and administrative skills 
 Creativity and problem-solving skills 
 Organizational and time management skills to coordinate and run interviews, training, and weekly 

meetings with volunteers 
 Ability to communicate between multiple groups 
 Strong interpersonal skills required for conflict resolution and mediation 
 Experience with facilitating meetings and Spark sessions is an asset  
 

Effort & Responsibility 

 Effort required to integrate individuals and groups on campus 
 Budgeting of funding of approximately $5,000.00. 
 Working within tight deadlines on a regular basis 
 Good judgment required to make financial decisions for the department 
 

Working Conditions 

 Shared office space 
 Time demands may exceed stated hours of work 
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Training and Experience 

 Previous management/supervisory experience required  
 Previous event/conference planning experience is an asset 
 Demonstrated involvement in mentorship or leadership programming is an asset 
 Participation in the annual MSU Management Trainings required (provided)  
 

Equipment 

 Use of personal computer is preferred 
 Shared office computer 
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JOB DESCRIPTION 
Part Time Manager 

 

Position Title: Maroons Coordinator 

  

Term of Office: May 1 to April 30 

  

Supervisor: Executive Board through the Vice-President (Administration) 

  

Remuneration: Refer to MSU OPERATING POLICY 2.2 - EMPLOYMENT (WAGES) 

  

Hours of Work: 20 hours per week (summer) 
12 hours per week (academic year) 

 

General Scope of Duties 

The Maroons Coordinator is responsible for ensuring the activities of the Maroons are executed. Known 
as “The Spirit Squad” on campus, the Maroons Coordinator is responsible for fostering an active and 
engaginge community of reps and promoting different aspects of the McMaster Students Union and 
McMaster University as a whole. 

 
 

Major Duties and Responsibilities 

 

Category Percent Specifics 

Supervisory Function                                         35%  Recruit, train, and supervise all executiveCoordinator 
positions (Athletics, Social, and Promotions) as well as all 
Maroons volunteers 

 Oversee all Maroons work and implement new initiatives 
 Act as a motivator and leader for all Maroons volunteers 
 Establish and enforce rules and regulations of the 

Maroons  
 Delegate tasks to volunteers 
 Coordinate and organize Maroons activities as deemed 

necessary 
 Oversee Maroons Welcome Week participation 

Financial & Budgeting 
Function                        

10%  Work with the Vice-President (Finance) to meet the 
financial needs of the department 

 Prepare Purchase Orders (POs) and Standing Orders as 
required, reviewing the Maroons Bill Folder weekly. 

 Maintain constant communication with the Vice-President 
(Finance) on financial matters, including undergoing a 
budget review process 

 Review the general ledger entries and monthly 
statements to ensure transactions have been properly 
recorded 
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 Maintain proper records of POs and transactions 

Communications Function                            25%  Coordinate contacts to promote Maroons events with 
MSU services, McMaster campus organizations, and the 
surrounding McMaster community 

 Promote spirit within the MSU, Maroons, and McMaster 
University 

 Participate in monthly Part-Time manager meetings 
 Prepare for submission to the Executive Board (EB) a 

detailed year plan (summer) and two reports per term 
 Attend Welcome Week planning meetings throughout the 

year and summer 
 Ensure website is updated regularly 
 Attend all Student Relations Committee Meetings  

Advertising & Promotions 
Function                    

25%  Ensure visibility of the Maroons within the University and 
at MSU events 

 Ensure that the Promotions and Public Relations 
executives Coordinator(s) promote and advertise all 
Maroons events and initiatives 

 Promote the Maroons to members of the McMaster 
community during various events, including participation 
at Clubsfest, Welcome Day, and Welcome Week 

 Utilize the appropriate MSU departments to promote the 
Maroons activities on campus (i.e. The Silhouette, CFMU, 
MSU Almanac, Underground Media & Design, Compass 
Information Centre, etc.) 

 Work with other MSU and non-MSU entities to help them 
promote their events and initiatives 

Other             5%  Participate in a performance evaluation process set out 
by the Vice-President (Administration) 

 Responsible for other duties as assigned by the Vice-
President (Administration) 

 Order and distribute Maroons suits during the summer  
 Participate in transition with the outgoing Maroons 

Coordinator and provide transition for the incoming 
Maroons Coordinator 

 

Knowledge, Skills and Abilities 

 Leadership skills with the ability to lead and direct a team required 
 Energy and enthusiasm 
 Organizational and time management skills required 
 Ability to chair meetings 
 Supervisory skillsManagement and supervision experience an asset  
 Strong interpersonal skills required for conflict resolution and mediation 
 Public speaking skills  
 Strong communication skills  
 

Effort & Responsibility 

 Effort required to maintain energy and voice during events 
 Judgment required to make financial decisions for the department 
 Responsible for maintaining an appropriate and positive image of the MSU 
 Effort required to establish and retain relationships with campus and community  
 



Maroons Coordinator Job Description  
 

                                                                                                                            Page 3 

Working Conditions 

 Time will be spent outdoors performing physical activity and chanting 
 Time demands may exceed stated hours of work 
 Work is performed in a shared office space 
 

Training and Experience 

 Previous experience leading spirit activities (e.g. Residence, Faculty Societies, etc) is an asset 
 Previous involvement with the Maroons is an asset 
 Experience in a managerial role is an asset 
 Participation in the annual MSU Management Trainings required (provided) 
 

Equipment 

 Shared Meridian telephone with voicemail 
 Personal computer in a shared office 
 
 
 
 
  



P:\DEPARTS\ADMIN\Admin. Assist 15-16\Executive Board\Meeting Documentation\15-18\Diversity Sevices Director gg edits 
112315.docxP:\DEPARTS\ADMIN\Jess and Victoria shared documents\Job Descriptions\2014-2015 JOB DESCRIPTIONS\Diversity 
Services\Diversity Sevices Director.docx                                                                                                                            Page 1 

 
Approved EB-02   
Revised EB 10-25   
Revised EB 11-24   
Revised EB 12-21   
Revised EB 13-19   

 

 

JOB DESCRIPTION 
Part Time Manager 

 

Position Title: Diversity Services Director 

  

Term of Office: September 1 – April 30 (summer preparation required) 

  

Supervisor: Executive Board (EB) through the Vice-President (Administration) 

  

Remuneration: Refer to MSU OPERATING POLICY 2.2 - EMPLOYMENT (WAGES) 

  

Hours of Work: 14 hours per week  
Under Review  

 

General Scope of Duties 

The Diversity Services Director is responsible for the creation and delivery of programming and 
awareness events to promote campus diversity. Furthermore, the Diversity Director shall serve as a 
resource to other staff members and campus partners with regards to diversity issues on campus. 

 
 

Major Duties and Responsibilities 

 

Category Percent Specifics 

Supervisory Function                                         10%  Oversee all Diversity Services work and implement new 
initiative 

 Work with the Diversity Services Assistant Director in 
hiring and supervising Diversity Services Executive and 
the Bridges Coordinator 

 The Director may need to delegate some tasks to the 
Assistant Director 

Financial & Budgeting 
Function                        

15%  Work with the Vice-President (Finance) to meet the 
financial needs of the department 

 Prepare Purchase Orders (POs) and Standing Orders as 
required, reviewing the Diversity Services Bill Folder 
weekly. 

 Maintain constant communication with the Vice-President 
(Finance) on financial matters, including undergoing a 
budget review process 

 Review the general ledger entries and monthly 
statements to ensure transactions have been properly 
recorded 

 Maintain proper records of POs and transactions 

Campus Partners Function 45%  Work to foster professional relationships with the Human 
Rights and Equity Service (HRES)  

 Participate onAct as the Student Vice-Chair for the 
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President’s Advisory Committee on Building an Inclusive 
Community (PACBIC) 

 Participate on MISCA, Pangaea Advisory Committee, 
Clubs Executive Council, and Soul Foods Committtees.  

 Advise and assist MSU staff members with matters 
relating to campus diversity issues 

Communications Function                            5%  Participate in monthly Part-Time manager meetings 
 Prepare for submission to the Executive Board (EB) a 

detailed year plan (summer) and two reports per term 
 Ensure website is updated regularly 
 Participate in MSU Wants You meetings  

Advertising & Promotions 
Function                    

1510%  Promote events and campaigns as required using a 
variety of mediums, including but not limited to print and 
digital media 

 Promote Diversity Services to members of the McMaster 
community during various events, including participation 
at Clubsfest, Welcome Day, and Welcome Week 

 Utilize the appropriate MSU departments to promote 
Diversity Services activities on campus (i.e. The 
Silhouette, CFMU, MSU Almanac, Underground Media & 
Design, Compass Information Centre, etc.) 

Other             150%  Participate in a performance evaluation process set out 
by the Vice-President (Administration) 

 Participate in transition with the outgoing Diversity 
Services Director and provide transition for the incoming 
Diversity Services Director 

 Assist in hiring the Diversity Services Assistant Director 
 Responsible for other duties as assigned by the Vice-

President (Administration) 
 Facilitate Anti-Oppressive Practices with the Assistant 

Director and HRES for the MSU.  
 

Knowledge, Skills and Abilities 

 Awareness and understanding of topics associated with Diversity services (i.e: racism, religious 
discrimination, indigenous affairs, intersecting oppressions, and invisible privilege)  

 Management and supervision experience an asset 
 Strong interpersonal skills required for conflict resolution and mediation 
 Organizational experience and skills to ensure the effective operations of Diversity Services 
 Leadership skills with the ability to lead and direct a team and motivational abilities 
 Public speaking skills 
 Strong Communication skills 
 

Effort & Responsibility 

 Good judgment required to make financial decisions for the department 
 Responsible for maintaining an appropriate and positive image of the MSU 
 

Working Conditions 

 Shared office space 
 Time demands may exceed stated hours of work 
 

Training and Experience 

 Previous experience with diversity issues an asset 
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 Participation in the annual MSU Management Trainings required (provided) 
 

Equipment 

 Shared use of telephone, computer, telephone resources and administrative support. 
 Separate email address from Diversity Services Assistant Director 
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JOB DESCRIPTION 
Part Time Staff 

 

Position Title: Diversity Services Assistant Director 

  

Term of Office: September 1 – April 30 (summer preparation required) 

  

Supervisor: Executive Board (EB) through the Diversity Services Director 

  

Remuneration: Refer to MSU OPERATING POLICY 2.2 - EMPLOYMENT (WAGES) 

  

Hours of Work: Under Review 8 hours per week 

 

General Scope of Duties 

The Diversity Services Assistant Director is responsible for the recruiting and training volunteers and 
assisting the Director in the programming and awareness events to promote campus diversity. 
Furthermore, the Diversity Services Assistant Director shall act in the role of the Diversity Services 
Director in their absence. 

 
 

Major Duties and Responsibilities 

 

Category Percent Specifics 

Supervisory Function                                           50%  Provide support to the Diversity Services Director 
 Assist the Diversity Services Director in recruiting, 

interviewing, and hiring new executive members 
(Committee Coordinators) 

 Train and supervise all Committee Coordinators and 
assist them in the training of their volunteers 

 Assist the Diversity Services Director in hiring and 
supervising the Bridges Coordinator 

Financial & Budgeting 
Function                        

20%  Work to foster professional relationships with the Human 
Rights and Equity Service (HRES)  

 Advise and assist MSU staff members with matters 
relating to campus diversity issues 

Communications Function                            5%  Participate in monthly Part-Time Manager meetings 
 Ensure the website is updated regularly 

Advertising & Promotions 
Function                    

5%  Assist the Diversity Director in promoting events and 
campaigns using a variety of mediums, including but not 
limited to print and digital media 

 Assist the Diversity Services Director in promoting 
Diversity Services to members of the McMaster 
community during various events, including participation 
at Clubsfest, Welcome Day, and Welcome Week 

 Assist the Diversity Services Director in utilizing the 
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appropriate MSU departments to promote Diversity 
Services activities on campus (i.e. The Silhouette, CFMU, 
MSU Almanac, Underground Media & Design, Compass 
Information Centre, etc.) 

Other             20%  Perform the duties of the Diversity Services Director in 
his/her absence 

 Responsible for other duties as assigned by the Diversity 
Services Director 

 Assist in hiring the new Diversity Services Assistant 
Director 

 Participate in transition with the outgoing Diversity 
Services Assistant Director and provide transition for the 
incoming Diversity Services Assistant Director 

 Participate in a performance evaluation process set out 
by the Vice-President (Administration) 

 Facilitate Anti-Oppressive Practices Training with the 
Assistant Director and HRES for the MSU. 

 Assist in hiring the Diversity Services Assistant Director 
 

Knowledge, Skills and Abilities 

 Awareness and understanding of topics associated with Diversity Services (i.e: racism, religious 
discrimination, indigenous affairs, intersecting oppressions, and invisible privilege)  

 Management and supervision experience an asset 
 Strong interpersonal skills required for conflict resolution and mediation 
 Organizational experience and skills to ensure the effective operations of Diversity Services 
 Leadership skills with the ability to lead and direct a team and motivational abilities 
 Public speaking skills 
 Strong Communication skills 
 

Effort & Responsibility 

 Good judgment required to make financial decisions for the department 
 Responsible for maintaining an appropriate and positive image of the MSU 
 

Working Conditions 

 Shared office space 
 Time demands may exceed stated hours of work 
 

Training and Experience 

 Previous experience with diversity issues an asset 
 Participation in the annual MSU Management Trainings required (provided) 
 

Equipment 

 Shared use of telephone, computer and administrative support. 
 Separate email address from the Diversity Services Director 
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JOB DESCRIPTION 
Part Time Manager 

 

Position Title: Deputy Returning Officer (DRO) 

  

Term of Office: September 1 to April 30 (summer preparation required) 

  

Supervisor: Student Representative Assembly (SRA) through the Chief Returning Officer (CRO) 

  

Remuneration: Refer to MSU OPERATING POLICY 2.2 - EMPLOYMENT (WAGES) 

  

Hours of Work: 12 hours per week 

 

General Scope of Duties 

The Deputy Returning Officer is responsible for promoting all elections/referenda as well as the Elections 
Department. As well, they are responsible for hiring and managing all of the poll clerks as required. 
Moreover, the DRO assists the Chief Returning Officer (CRO) in the elections process acting in the place 
of the CRO when they are unavailable.   

 
 

Major Duties and Responsibilities 

 

Category Percent Specifics 

Supervisory Function                                         2515%  Provide support to the CRO 
 In the case that the online polls are not working: 

 Advertise, interview, and hire poll clerks for 
any/all campus elections and referenda, as 
required 

 Train and supervise poll clerks with regards to 
election/referendum rules and procedures 

 Ensure that the necessary supplies and materials 
are available for poll clerks during training and 
the election/referendum period(s) 

 Coordinate the polling day activities of all poll 
clerks 

o Ensure that poll clerks are paid 
 Fill out all necessary paperwork 
 Be the ex-officio Vice Chair of the Elections Committee 
 Make certain all required minutes are recorded and 

stored on the server 
 Ensure that the polling laptops, once being used for 

polling are never left unattended 

Communications Function                            25%  Attend and participate in monthly Part-Time Manager 
meetings 

 Ensure website is updated regularly 
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Advertising & Promotions 
Function                    

4555%  Ensure visibility of the Elections Department within the 
McMaster community 

 Promote and advertise all elections/referenda and related 
initiatives 

 Promote the Elections Department to members of the 
McMaster community during various events, including 
participation at Clubsfest, Welcome Day, and Welcome 
Week 

 Utilize the appropriate MSU departments to promote 
elections/referenda on campus (i.e.. The Silhouette, 
CFMU, MSU Almanac, Underground Media & Design, 
Compass Information Centre, etc.) 

 Ensure that all elections/referenda are sufficiently 
advertised via campus-based media (e.g. posters, social 
media, email, pamphlets etc.) 

 Advertise the positions of MSU Speaker, MSU Vice 
President (Finance), Vice President (Education), and 
MSU positions on Standing Committees in The Silhouette 

 Plan open forums for Presidential Elections and 
Referenda 

Other             5%  Perform the duties of the CRO in his/her absence 
 Responsible for other duties as assigned by the CRO 
 Review and update poll clerk procedures 
 Approve campaign materials in the CRO’s absence 
 Participate in transition with the outgoing DRO and 

provide transition for the incoming DRO 
 Participate in a performance evaluation process set out 

by the Vice-President (Administration) 
 Responsible for other duties as assigned by the Vice-

President (Administration) 
 Participate in transition with the outgoing DRO and 

provide transition for the incoming DRO 
 

Knowledge, Skills and Abilities 

 Must have a grasp of the bylawsan understanding of MSU bylaws, operating polices, and procedures 
related to the elections department 

 Experience with elections, especially regarding procedures 
 Leadership skills with the ability to facilitate meetings of the elections committee  
 

Effort & Responsibility 

 Must be able to answer questions during training sessions 
 Most effort is put in around election times. 
 Must remain impartial in execution of election duties.  
 Responsible for maintaining an appropriate and positive image of the MSU 
 

Working Conditions 

 Shares an office with CRO and the Speaker 
 Must be willing to work long hours during campaign period, especially following polls closing 
 Time demands may exceed stated hours of work 
 

Training and Experience 

 Participation in the annual MSU Management Trainings required (provided) 
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 Experience with promotions an asset 
 

Equipment 

 Knowledge of basic computer software (word processing, spreadsheets) 
 Telephone  
 Shared computer in shared office 
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JOB DESCRIPTION 
Part Time Manager 

 

Position Title: MAC Bread Bin Director 

  

Term of Office: May 1 to April 30  

  

Supervisor: Executive Board (EB) through the Vice-President (Administration) 

  

Remuneration: Refer to MSU OPERATING POLICY 2.2 - EMPLOYMENT (WAGES) 

  

Hours of Work: Variable Capped Hours (May 1 – August 31) 
12 hours per week (September 1-April 30)  

 

General Scope of Duties 

The MAC Bread Bin Director is responsible for all aspects of the operation of the MAC Bread Bin.  This 
includes distribution of food and other basic necessities to students in need of emergency assistance, 
food raising, and fundraising, and educating McMaster students on the causes and consequences on 
student hunger and the options available to students in need. 

 
 

Major Duties and Responsibilities 

 

Category Percent Specifics 

Supervisory Function                                         30%  Recruit, train and supervise all MAC Bread Bin volunteers 
 Oversee the work of the Assistant Director, the Food 

Collective Centre Coordinator, and the Good Food 
Coordinator Program Coordinator and Good Food Box 
Coordinator,and supporting them with their events and 
initiatives 

 Oversee all MAC Bread Bin work and implement new 
initiatives 

 Coordinate the distribution of food supplies, incoming and 
outgoing, of the Bread Bin 

 Maintain accurate statistics (incoming and outgoing) on 
usage of the Bread Bin 

 Distribute food supplies based on student requests via 
lockers on campus as needed 

 Ensure that an appropriate amount of supplies are kept in 
reserve at all times 

 Ensure that all information associated with the Bread Bin 
protects the identity of students 

 Coordinate all food raisers and fundraisers for the Bread 
Bin, in conjunction with various campus departments. 

Financial & Budgeting 15%  Work with the Vice-President (Finance) to meet the 



MAC Bread Bin Director Job Description  
 

                                                                                                                            Page 2 

Function                        financial needs of the department 
 Prepare Purchase Orders (POs) and Standing Orders as 

required, reviewing the MAC Bread Bin Bill Folder 
weekly. 

 Maintain constant communication with the Vice-President 
(Finance) on financial matters, including undergoing a 
budget review process 

 Review the general ledger entries and monthly 
statements to ensure transactions have been properly 
recorded 

 Maintain proper records of POs and transactions 

Communications Function                            40%  Communicate monthly statistics on the MAC Bread Bin 
usage to appropriate campus departments 

 Regular interaction and communication with partners for 
food raising and fundraising on and off campus 

 Prepare for submission to the EB a detailed year plan 
(summer) and two reports per term 

 Participate in monthly Part-Time Manager meetings 
 Ensure website is updated regularly 

Advertising & Promotions 
Function                    

15%  Ensure that the MAC Bread Bin emergency assistance is 
known and available to all McMaster students in an 
appropriate manner 

 Utilize the appropriate MSU departments to promote the 
MAC Bread Bin food raisers and fundraisers on campus 
(i.e. The Silhouette, CFMU, MSU Almanac, Underground 
Media & Design, Compass Information Centre, etc.) 

 Promote the MAC Bread Bin food raisers and fundraisers 
to prospective members including participation in 
Clubsfest, Welcome Day during Welcome Week and 
Frost Week 

 Promote the MAC Bread Bin in appropriate areas on 
campus (i.e. Student Financial Aid & Scholarships, 
Campus Health, Off-Campus Resource Centre, etc.) 

Other             5%  Participate in a performance evaluation process set out 
by the Vice-President (Administration) 

 Participate in transition with the outgoing MAC Bread Bin 
Director and provide transition for the incoming MAC 
Bread Bin Director 

 Responsible for other duties as assigned by the Vice-
President (Administration) 

 

Knowledge, Skills and Abilities 

 Awareness and understanding of the issues associated with the service 
 Knowledge of event planning and fundraising 
 Organizational and time management skills an asset 
 Leadership skills required, ability to lead and work with others 
 Interpersonal skills an asset 
 Communication skills required 
 Experience with confidential information is an asset 
 

Effort & Responsibility 

 Effort required to exercise judgment in situations 
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 Effort required to deal with sensitive subject information 
 Effort required to deal with anonymity and confidentiality issues 
 Effort required to deal with long meetings effectively and efficiently 
 Judgment required to make financial decisions for department  
 Responsible for maintaining an appropriate and positive image of the MSU 
 

Working Conditions 

 Work is performed in a shared committee room 
 Time demands may exceed stated hours of work 
 

Training and Experience 

 Previous experience with food raisers and fundraisers in an asset 
 Experience coordinating volunteers is an asset 
 Experience planning large-scale events is an asset 
 Training and experience with budgeting procedures is an asset  
 Participation in the annual MSU Management Trainings required (provided) 
 

Equipment 

 Shared computer and telephone resources 
 Meridian telephone system with voicemail 
 Photocopier 
 Secure storage area 
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