USC SECRETARY TREASURER

Purpose of the USC

To enhance the educational experience and quality of life for undergraduates at the University of
Western Ontario.

Position Summary
Ensure effective management of the allocation of corporate resources and endeavours, as well as
the good governance of the University Students’ Council.

General Responsibilities

e Stewardship of the Annual Budget as a key strategic document for the organization, and
provide regular updates and advice to Council regarding the financial position of the
corporation.

e Explore and develop responsible sponsorship and fund development opportunities that are in
line with the USC's Strategic Vision.

e In conjunction with the General Manager and/or relevant Senior Manager, communicate
directives of the Executive Council to operational managers.

e Provide an advisory and oversight role with regards to marketing of USC operations to ensure
efforts are in line with the needs of students.

e Comprehensive oversight over management of corporate resources.

e Administer grants and clubs finances.

e Be responsible for the good governance of the organization, and that the By-Laws, Policies,
and Procedures of the organization are followed correctly.

e Be a resource to students trying to understand and work within the organization’s By-Laws,
Policies and Procedures to accomplish the work of students.

Qualifications
e Excellent interpersonal skills
Strong verbal and written communication skills
High-degree of professional maturity and discretion
Experience working in a student organizational capacity
Experience supervising or directing the work of others
Experience with policy and procedures development and organizational governance, or
equivalent skills
Ability to interpret regulations and statutes
Excellent time management skills
Ability to manage multiple projects
Basic knowledge of Microsoft Office (proficient in Microsoft Word, Excel, PowerPoint, and
Outlook)
Good and sound judgement, ability to think critically and analytically
Strong public speaking skills
Detail and task oriented
Undergraduate student at Western University

Compensation

The annual salary for the The Secretary Treasurer is $40,298.39 based on a standard work week of
35 hours from June 1%, 2017 - May 31%, 2017 They will compensated for 10 hours per week from
April 15t -=April 30", 2017 based on their annual salary or an hourly rate of $23.99 for training and
shadowing purposes. They will also be compensated from May 1%, 2017 - May 31, 2018 based on a
standard work week of 35 hours and the annual salary above for the purposes of executive transition.
In addition, the equivalent of one week’s pay: $839.55 will be paid out upon submission of an
executive final report at the end of the term.

The University Students’ Council of the University of Western Ontario is an equal opportunity employer.
The USC is committed to providing accommodations to those with disabilities. If you require an
accommodation, we will work with you to meet your needs.
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Please forward your Cover Letter and Resume for review by February 17", 2017 at 11:59 PM to:

Human Resources Department
applications@westernusc.ca
Room 340, Main USC Office, Western University

Please Note: Only successful candidates will be contacted for an interview(s).

First round of interviews will be taking place February 26%"-March 2"¢, 2017. Assignments to be
completed March 3™ & 6%, 2017. Second round of interviews will be taking place March 7-10t", 2017.
The Successful candidate will be selected by March 12, 2017.

If you are successful in obtaining an interview, at that time you will be able to present your portfolio.
For submission please only send the Human Resources Department your Cover Letter and Resume.
You will also be required to provide your schedule of availability upon receipt of the first interview.
There will be an assignment component to the interview to be completed in person.

The University Students’ Council of the University of Western Ontario is an equal opportunity employer.
The USC is committed to providing accommodations to those with disabilities. If you require an
accommodation, we will work with you to meet your needs.
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POSITION TITLE: SECRETARY-TREASURER

1.00 POSITION OVERVIEW:

Ensure effective management of the allocation of corporate resources and endeavours, as
well as the good governance of the University Students” Council.

2.00 PRIMARY RESPONSIBILITIES:

(1) Stewardship of the Annual Budget as a key strategic document for the organization, and
provide regular updates and advice to Council regarding the financial position of the
Corporation.

(2) Explore and develop responsible sponsorship and fund development opportunities that are
in line with the USC’s Strategic Vision.

(8) In conjunction with the Chief Operating Officer and/or relevant Senior Manager,
communicate directives of the Executive Council to operational managers.

(4) Provide an advisory and oversight role with regards to marketing of USC operations to
ensure efforts are in line with the needs of students.

(5) Comprehensive oversight over management of corporate resources.

(6) Administer grants and support the grants committee.

(7) Be responsible for the good governance of the organization, and that the By-Laws, Policies,
and Procedures of the organization are followed correctly.

(8) If the Secretary-Treasurer wishes to take a leadership role in an external organization they
will be required to request a non-binding majority endorsement of this intention from
Council in an in-camera session of Council, before running for or accepting the position.

(9) Be aresource to students trying to understand and work within the organization’s By-
Laws, Policies and Procedures to accomplish the work of students.

3.00 QUALIFICATIONS:

(1) Qualified candidates for this position must be an undergraduate student of Western
University.

Qualified candidates will have strengths in the following areas:
a) Excellent interpersonal skills
b) Strong verbal and written communication skills
High-degree of professional maturity and discretion
Experience working in a student organizational capacity
Experience supervising or directing the work of others
Experience with policy and procedures development and organizational
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governance, or equivalent skills,
g) Ability to interpret regulations and statutes,
h) Excellent time management skills,
Ability to manage multiple projects,
Basic knowledge of Microsoft Office (proficient in Microsoft Word, Excel,
PowerPoint, and Outlook)
k) Good and sound judgement, ability to think critically and analytically,
1) Strong public speaking skills, and
m) Detail and task oriented.

4.00 TIME COMMITMENT:

(1) The time commitment requirement is 35 hours per week commencing May 15, 2017 until
May 31st, 2018. There will be an additional responsibility of 10 hours per week from April
1st, 2017- April 30th, 2017.

5.00 TRAINING/SUPPORT:

(1) There will be a Health and Safety training seminar conducted at the beginning of
employment. This seminar is mandatory for all new members of the USC.

(2) There will be a transitional period during May, which will include training with the
outgoing Secretary Treasurer as well as Employee Development Program (EDP) sessions.

(3) On-the-job training will be provided on an ongoing basis in both formal and informal
capacities.

(4) Technical writing training for procedural and policy development will be offered.

6.00 LEARNING OUTCOMES:

(1) The Secretary-Treasurer will be provided with structured protfessional development
opportunities to build their personal and organizational capacity. The Secretary-Treasurer
will be equipped with the skills needed to successtully impact and maintain government and
corporate procedures. This experiential learning opportunity is geared for Individuals who
have future aspirations of working alongside professionals in a democratic and financial
environment. All projects assigned to the Secretary-Treasurer will aid in their interpersonal
and professional growth, ability to formulate policies and procedures, and heighten their
understanding of organizational governance.

7.00 COMMUNITY IMPACT:

(1) The Secretary-Treasurer has the opportunity to directly impact student and staff
engagement within the University Students” Council at Western University to improve
their experiences overall. This Individual will impact the USC and its governmental and
financial functions by becoming a key steward of student democracy, financial
accountability and its critical facilitator of a transparent and constructive government.
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EVALUATION:

Formative Assessment: The Secretary-Treasurer will maintain an ongoing and open dialogue
of informal feedback with the President of the University Students’ Council. This informal
process of feedback will be completed on-the-job and will aid in identifying learning needs
tor successful task completion. This will allow for instructional guidance in learning a new
skill and being able to execute assigned tasks and projects successfully on a day-to-day
function. This type of feedback goes both ways so as to allow the Secretary-Treasurer to
obtain a meaningtul experience while also informing the President about specific learning
and development goals they hope to achieve.

SUPERVISION:

The President of the University Students” Council will oversee all day-to-day delegation of
the Secretary-Treasurer. This will include any additional training the President deems
appropriate to aid in the development and skill set of the Secretary-Treasurer to allow them
to perform to their highest ability as a financial steward of the corporation.

The Secretary-Treasurer will report to the Chair of the Board of Directors and will be held
accountable by the Board of Directors.

11.00 ADDITIONAL INFORMATION:

(1)

(@)

()

A familiarity with the political and organizational structure of the USC and an
understanding of its services and operations, as well as the student-leadership branch is an
asset, but not required.

Ability to be flexible and adaptable to an ever-changing environment with the
organizational ability to analyze situations and come up with practical solutions which
affect the staft' and students of the University Students’ Council.

Expectations to follow all Procedures, Policies, By-Laws as well as legal obligations
pertaining to the University Students’ Council.
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