Main Campus Residents' Council

Job Overview

POSITION:

Chair, First-Year Advisory Committee

POSITION SUMMARY:

Reporting to the Vice-President (Residence Affairs), the Chair of the First-Year Advisory Committee is responsible for the smooth operation of the Committee and for ensuring that the committee is executing its mandate.

PRIMARY DUTIES AND RESPONSIBILITIES:

Chair all meetings of the First-Year Advisory Committee; maintain order in proceedings of debate while balancing the need for informality and flexibility; generally ensure that all members have equal opportunity to contribute and be heard while ensuring time constraints are met.

Collect and circulate all necessary meeting items (agendas, minutes, reports etc.) in the proper timeframe prior to the meeting; ensure that all items are posted to the MCRC website prior to the meeting.

Ensure that the mandate and goals of the committee are met.

Design and/or carry out any special projects, generally through the committee, as referred to him or her by the Vice-President (Residence Affairs) and/or the President, MCRS.

REQUIRED BACKGROUND:

Must be a first-year resident with an interest in student government. 

SPECIAL SKILLS:

· Writing and language skills

· Computer skills including e-mail, word processing and webpage design

· Ability to process large amounts of information quickly and make decisions on-the-spot

· Organizational abilities including the ability to manage teams in a project setting

· Ability to work independently

DECISION-MAKING:

Incumbent will be required to make rulings on points of order and interpret Robert’s Rules of Order as they apply to the MCRC.

