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Job Title:
	Deputy Speaker - BUSAC 
	Start Date: 
	May 2010

	Location:
	On-Campus
	End Date:
	April 2011

	Salary:
	$12.00
	Hours:
	Approx: 80 – 125 Hours 

May - April

	Supervisor:
	Executive Assistant
	Posting Open:
	March 8, 2010

	Applications Accepted By:
	Email:
Chris Green – ea@busu.net
	Posting Close:
	March 19, 2010

	Mail:

BUSU - 500 Glenridge Ave, St. Catharines Ontario L2S 3A1
	Job Description:
	Available at www.busu.net/jobs

	This posting is an excerpt from the Job Description which outlines the job in its entirety.

Duties – Recording Secretary:
· Records electronic minutes at all meetings of BUSAC. Ensures that accurate records of meeting are kept by documenting all motions, movers and key discussion points. Generates formal minutes and circulates them to members of BUSAC for review and ratification.

· Makes amendments to the minutes as directed by BUSAC or the Board.

· Submits electronic and hard copies of ratified minutes and their appendices to the Executive Assistant for appropriate signatures and filing.

· In conjunction with the Chair of the Legislative Affairs Committee, tracks all bylaw amendments and updates the publicly available bylaws as soon as reasonably possible.

· Provides electronic copies of ratified minutes to web content coordinator so they can be displayed on BUSU site in a timely manner.

Duties – Agendas:
· Collects agenda item requests, and develops them.

· Sends developed agenda and meeting materials to Speaker for review.

· Provides guidance to members of BUSAC regarding wording of motions and rationale for agenda.

· Ensures all ratified agendas, minutes, and meeting materials of BUSAC are properly documented and filed with the Executive Assistant.

· Ensures all agenda items are submitted for BUSAC.
Duties – Meetings:
· Chairs meetings of BUSAC in the absence of the Speaker or in cases where the Speaker is in a conflict to preside over a specific agenda or agenda item.

· Ensures ballots are prepared for all internal BUSAC secret ballot votes. Oversees the counting of those ballots and submits results to Speaker.

· Assists the Executive and speaker with planning the annual BUSAC retreat if requested.

· Assists the Speaker during training sessions given to BUSAC as request.
· Assist councillors in understanding meeting structure

· Assist councillors in obtaining their goals

· Act as a resource for councillors in a number of areas
QUALIFICATIONS:
· Legally eligible to work in Canada
· Preference will be given to Undergraduate Students
· Must have some experience in a related field.
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