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Brock University Students' Union



Job Title:
	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 – Chair meetings of BUSAC:
· Chairs all regularly scheduled and special order meetings of BUSAC. Facilitates meetings using Robert’s Rules of Order, keeps members on topic and maintains a positive, professional working environment in meetings.

· At the annual BUSAC retreat, conducts an informational session for all members of BUSAC on Robert’s Rules of Order. Ensures all members have a sound working knowledge of meeting procedures and protocols. Answers questions on procedural matters so that members are able to work effectively in meetings.

· Arrives fifteen minutes early to each meeting of BUSAC to ensure all logistics are in order and to field last minute questions and take late requests to amend the agenda.

· Sits on the Elections Disqualification Panel to chair said meetings.

· Chairs meetings of BUSAC at the pleasure of BUSAC.

· Acts in accordance with, and fulfills their duties as outlined in Bylaw 300 “Brock University Students’ Administrative Council Speaker bylaw.”

· Communicate the decisions of BUSAC to external bodies or individuals when necessary.

· Informing external groups as to their rights afforded to them with regards to representation.

· Ensures that committees regularly meet and reports that happening of meetings to BUSAC.
Duties – Agendas / Governance:
· Reviews developed agenda and meeting materials from the Deputy Speaker and circulates finalized agenda and materials to BUSAC.

· Makes reasonable effort to inform BUSAC of any motions that conflict with BUSU’s constitution, referendums, agreements, bylaws or other standing/approved documents.

· All meeting materials must be sent out no later than 30 hours after the submission deadline.

· Provides interpretation on language in bylaws from time to time when a conflict exists. Clarifies meaning of language and may make recommendations to the Legislative Affairs Committee and clarification of amendments upon request.

· Provides clarification to members of BUSAC on matters of procedural governance. Assists members of BUSAC in understanding governance of BUSU.

· Sits as an ex-officio non-voting member on the Legislative Affairs Committee.
Duties – Training:
· Creates a BUSAC training session and executes said training session prior to the first meeting in May.
· Provides training and support for new or current BUSAC Councillors from the time of their election/appointment.

· Facilitate the environment of healthy and social environment both within and away from formal meeting structures.

· Help plan and organize and execute BUSAC retreat with executive.
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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