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	JOB DESCRIPTION
Part Time Staff



	Position Title:
	MSU Speaker

	
	

	Term of Office:
	May 1 to April 30

	
	

	Supervisor:
	Student Representative Assembly

	
	

	Remuneration:
	C5

	
	

	Hours of Work:
	12-14 hours per week



	General Scope of Duties

	This position is responsible for chairing meetings of the Student Representative Assembly, as well as being the final authority of interpretations of the MSU’s bylaws and Constitution. The MSU Speaker chairs the Electoral Appeal Board, General Assembly Planning Committee, numerous MSU Award Committees, and sits as an official observer on the Internal Governance Standing Committee.



	
Major Duties and Responsibilities

	

	Category
	Percent
	Specifics

	Facilitation Function                                        
	65%
	· Chair meetings of the Student Representative Assembly consisting of 35 members plus observer members
· Approve the agenda to be circulated
· Ensure all items to be discussed have met proper notice requirements
· Conduct meetings according to the MSU Bylaws, policies, and where required, Robert’s Rules of Order
· Maintain and further knowledge on the MSU Bylaws and Parliamentary Procedures
· Educate the SRA on Parliamentary Procedures
· Review SRA minutes in conjunction with the Recording Secretary
· Chair the General Assembly Planning Committee 
· Act as Chair of all General Assembly meetings

	SRA Attendance                       
	5%
	· Keep attendance during meetings and ensure posting of attendance records 
· Notify in writing, SRA members who are within one (1) absence of losing their seat

	Internal Governance Committee                       
	5%
	· Observer status on committee to assist on matters pertaining to the structure of governance within the MSU

	MSU Awards Committee                 
	10%
	· Call the first meeting of required award committees
· Contact campus partners for their representatives
· Work with the Marketing & Communication Department to promote the nomination period
· Report the decision of the awards committees to the MSU Administrative Services Coordinator, who will coordinate the presentation of the awards

	Electoral Appeal Board
	5%
	· Call the first meeting of this committee as required
· If called, make final decisions on appeals to the Elections Committee

	Rulings
	5%
	· Interpret the meaning of the MSU Bylaws and Policies
· Consult archives for precedent and Robert’s Rules of Order

	Other            
	5%
	· Participate in transition for the incoming Speaker



	Knowledge, Skills and Abilities

	· Knowledge of Parliamentary Procedure, MSU Constitution, Bylaws, and Policies
· Understanding of the MSU legislative process and the complexities of policy creation
· Ability to make reasoned and impartial decisions
· Ability to communicate clearly and succinctly and to moderate debate
· Must be able to chair meetings



	Effort & Responsibility

	· Effort required to maintain impartiality when chairing meetings
· Effort required to maintain judgment during long meetings



	Working Conditions

	· SRA meetings are held on Sunday evenings, other committee meetings are held during the week.  The Speaker may be asked to attend various meetings on short notice.  
· Work is performed in a shared office
· Time demands may exceed stated hours of work



	Training and Experience

	· Although the SRA can elect any MSU member, the Speaker should know rules of Parliamentary Procedure and be familiar with the conduct of an SRA meeting.  
· Constant study of Parliamentary Procedures, MSU Bylaws, and methods for conducting meetings continues throughout the term of office.  
· [bookmark: _GoBack]A prospective Speaker should be experienced in chairing meetings, familiar with creating and implementing policy, and familiar with the MSU authority structure, committee structure, and legislative process.  
· Participation in the annual MSU Management Training required (provided)



	Equipment

	· Gavel
· Shared computer in committee room
· Shared telephone and voicemail box
· photocopier
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