
 
Dear Executive Board, 
 
So exciting. Your final EB meeting. I promise to make this as quick and painless as possible. 
This memo is written to reflect some of the desired changes I, and the incoming WGEN PTM 
Paddy, have discussed and recommend for the service’s executive job descriptions. We want to 
ensure folks applying for the positions get the most accurate picture of the job’s responsibilities 
as possible. We feel the current JDs, while mostly correct, have some inaccuracies in small 
ways.  
 
We have outlined our requested changes in detail below. 
 
Community Events & Planning 
 

1. Category: Hours of Work. Change the hours per week to 4-6 from 3-5. Rationale: 
CEP executives spent a minimum of 4 hours a week attending and leading meetings, 
with hours increasing as events draw nearer. 

2. Category: General Scope of Duties. Delete: “This process will include consulting with 
various universities and community partners about fun and inclusive events (such as 
discussions, potlucks, storytelling, etc.) safe(r) space facilitation, and planning and 
advertising the events and the space.”. Add: “This process will include working closely 
with WGEN executives and community partners, and overseeing a volunteer committee 
to plan and execute engaging and inclusive events (such as discussions, potlucks, 
storytelling, etc.).” Rationale: Safe(r) space facilitation is the responsibility of all 
executive members during on-call days and in emergency situations. Advertising the 
events and space falls under the responsibilities of the Promotions executive. 

3. Category: Advertising and promotions function. Change the allotted percentage to 
10% from 30%. Delete: Network with clubs, services, and community partners to 
promote these events. Continually advertise the location and times of the safe(r) space. 
Rationale: tasks fall more under the PTM and Promotions exec’s roles. 

4. Category: Financial & Budgeting. Change the allotted percentage to 10% from 5%. 
Rationale: execs are heavily involved with initial budgeting for each event planned.  

5. Category: Programming Function. Change the allotted percentage to 65% from 
50%. Delete: ‘and drop in hours’ from 2nd to last bullet point. Delete: Facilitate drop-in, 
safe(r) space hours for a variety of groups (Women, transfolk, non-binary folk, etc) 
students every week. Delete: ‘and drop in hours’ from 2nd last bullet point. Rationale: 
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Programming constitutes a greater proportion of duties than other categories. Facilitating 
safe(r) space hours is a responsibility shared by all executives. 

6. Category: Other. Change allotted percentage to 15% from 5%. Rationale: Other 
duties can be a range of more time-consuming tasks, i.e. facilitating workshops, 
providing one-on-one peer support, on-call exec days, etc.  

7. Category: Header. Change to WGEN Community Events & Planning Executive Job 
Description from WGEN Social Events & Planning Advocacy Executive Job 
Description. Rationale: The title of the position was updated last year to better reflect 
the focus of the role – building community and planning events.  
 

Social Political Advocacy 
 

1. Category: General Scope of Duties. Delete: The Social and Political Advocacy 
Executive is responsible for the creation and implementation of workshops that raise 
awareness and promote positive change of various social and political issues relevant to 
women, trans students, sexual violence, and Missing and Murdered Indigenous Women 
in the McMaster community. Advocacy will be carried out by creating educative 
workshops and campaigns that address relevant McMaster student issues surrounding 
such issues as gender inequality, sexual violence, and the rights of women and trans 
students. This executive will work with both MSU and community partners in order to 
assure that the projects are highly inclusive, appropriate, and impactful. Add: The Social 
and Political Advocacy Executive is responsible for developing educational workshops 
and campaigns that raise awareness about, and promote positive change in regards to 
various social and political issues relevant to women, trans and gender non-conforming 
students, gender-based violence, and Missing and Murdered Indigenous Women in the 
McMaster community. Rationale: To eliminate redundancies, be more precise, and 
improve clarity in the description of duties. To highlight intersectionality as a key 
framework for advocacy.  

2. Category: Programming Function. Change the last bullet points to Collect statistics 
on the number of individuals reached through campaigns and workshops from 
Collect statistics on the number of students attending all workshops and events. 
Rationale: Recording statistics on all events overlaps with the roles of Community and 
Events Planning Executives. Broadening the scope of data collections also allows us to 
track faculty members reached or those in Hamilton/beyond who interact with our 
advocacy pieces.  
 

Resources 
 

1. Category: Hours of Work. Change the hours per week to 4-6 from 4-5. Rationale: 
Changes to the job description (such as promoting the use of research to support WGEN 
programming) may be associated with an increase in time required to complete assigned 
duties. 

2. Category: General Scope of Duties. Change the Sil to The Silhouette. Delete: 
ensuring the monthly production of WGEN’s personal zine. Add: supporting content 
creation in WGEN programming, and creating resources as necessary. Rationale: To 
improve clarity for those who are unfamiliar with the short form of The Silhouette, and 
monthly zines were not found to be feasible in the past years. To align with a strong 
advocacy-based mandate and to reflect the practices of the Resource Coordinator over 
the past two years, we have added that the Resource Coordinator may have to create 
resources to engage the McMaster community in issues of gender inequity.  



3. Category: Administrative function. Change the allotted percentage to 50% from 
70%.  Rationale: beyond collecting resources, tasks will also include other duties in 
other categories such as resource creation. 

4. Category: Communications function. Change the allotted percentage to 40% from 
20%. Add: Support the creation of new resources as necessary. Replace: the 
production of WGEN’s monthly zine with materials for the monthly Intimate Partner 
Violence Peer Support Group Rationale: To reflect distribution of time as found by 
Resource coordinator in previous years. To include a role undertaken by the Resource 
Coordinator this year (coordinating the Intimate Partner Violence Peer Support Group) 
which is planned to continue this upcoming year.  

 
Promotions: N/A 
 
Volunteer Coordinator: N/A  
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