
 
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 
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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  
 


