
 
Hi All, 
 
I have put forward a motion to approve the Shinerama/Terry Fox Executive Job 
Descriptions. To provide some context, I have attached a summary of the 
changes, written by next year’s Coordinator, Karissa Holyer. 
 
 I would like to hire a Sponsorship Coordinator because of past 
experiences, information from the transition report and to promote an exec team 
with better functioning. From past experiences looking for sponsors for other 
initiatives I have learned the large amount of time and effort that requires to 
contact sponsors. Adding this position would ensure that there is one person to 
focus on this aspect and it allows other exec to focus on their position. In the 
transition report, it said that obtaining sponsorship for the Terry Fox Run could 
help increase the size of this event in the future. The Sponsorship Coordinator 
would be in charge of creating a sponsorship package for this event and 
contacting potential sponsors. 
 
 I have also made some small amendments to the Terry Fox Campaign 
Assistant Coordinators and the Shinerama Programming Assistant Coordinator 
positions so that they would be responsible for helping to run summer events (if 
needed). When speaking with Kyle, he indicated that there were no summer 
events that were run and there isn’t really much time and resources to do so. He 
also explained that many other groups do summer events so I think it would be 
better to support their events with these positions. These small amendments 
would replace the need for a Summer Events Coordinator position.  
 
 The other changes that I have made to the other job positions are mostly 
to reflect the changes mentioned above. I also added that all positions need to 
make transition reports. Even though this was not in the job description last year, 
two of the positions completed transition reports and going forward I think it 
would be beneficial for all positions to write transition reports. 
 

. 

MEMO 
From the office of the… 

Vice-President (Administration) 
 

TO: Executive Board 
FROM: Anna D’Angela 
SUBJECT: Approval of the Shinerama/Terry Fox Job Descriptions 
DATE: March 10, 2014 



 As Karissa mentions, these are overall small changes but I think they 
incorporate feedback from last year’s Coordinator to enhance the program this 
year and in future years. 
 
Should you have any questions, please do not hesitate to ask. 
 
Regards, 
 
Anna 
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