University of Guelph Habitat for Humanity

President:

Term: 

April 2009-April 2010


15 hours per week

Positions:
1


Responsibilities:

· First and foremost the president is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team by generally providing assistance to executive members

· Provide guidance, encouragement, and a helping hand to all members  

· The president is a very detail oriented position, filling in gaps, spaces and holding the executive accountable for their actions  

· Ensure all decisions are in accordance with the interests and constitution of the club

· Ensure executive training takes place at the beginning of the year Establish with the executive a mission/vision statement for the year and review the constitution with executive.

· Establish a timeline of events and budget with the executive

· Oversee all chapter activities, be aware of what is going on in the chapter, bear the final responsibility for chapter activities  

· Responsible for ensuring that Student Organization Policy (SOP), the Central Student Association (CSA) and the university as a whole are satisfied with the chapter, and that the chapter is responsible to them 

· Co-responsible for the banking/accounting with the treasurer –the Vice President will also have signing authority

· Ensure each executive submits a semi-annual report in January and a final transition report at the end of term which will be passed along to incoming executive 
· Be aware of funding opportunities from the university IE. SLEF 

· Responsible for appointing an Affiliate Liaison who will attend Habitat for Humanity Wellington (HFHW) board meetings

Qualifications:


· Held an executive position or was a trip leader previous to running for president, and must be well versed in chapter policy/procedures 

· Dedicated towards Habitats goals as a chapter, and also accountable to the executive 
· Familiarity with all areas of responsibility within the chapter 

· Flexible, and able to provide the time commitment to the chapter  

· Understanding of banking/accounting, the CSA, Habitat Canada, other local chapters, and university policy on the whole is an asset

· Organized and detail orientated

Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

University of Guelph Habitat for Humanity
Vice President

Term: 

April 2009-April 2010




10 hours per week

Positions:
1

Responsibilities:

· First and foremost the Vice President is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team 

· Works closely with the President to ensure that the club runs smoothly

· Responsible for ensuring that Petitions Delegations and Requests (PDRs) are completed

· Hire the team leaders with one other executive for the Reading week trips before the summer

· Train future team leaders in the application process for Global Village and Collegiate Challenge in addition to methods used by the Chapter to organize its trips, deposits and payments, waivers, fundraising etc 

· Ensure that the South American reading week trip destinations are booked with Global Village before September.

· Oversee the team leaders as their advisor, provide any assistance and advice they may need, as well as provide direct communication between them and the executive

· Provide the team leaders with timelines and guidelines for the organization of the trips

· Ensure collection of funds by the trip leaders, and ensure proper flight, van, accommodations etc. bookings done on time
· Has signing rights for the Chapter bank account in addition to the treasurer and the president 
· Responsible for ensuring that all SRM forms are submitted for the Reading Week Trips
Qualifications:

· Held a core executive position or was a trip leader previous to running for vice president, and must be familiar with trip planning process. 
· Dedicated towards Habitats goals as a chapter, and also accountable to executive

· Team player

· Possess excellent communication skills

· Good time management skills and organized

· Have the ability to keep accurate records 

· Familiarity with the overall workings of the Habitat U of G Campus Chapter

· Familiarity with Global Village and Collegiate Challenge and the yearly Reading Week trips
Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

University of Guelph Habitat for Humanity

Chapter Administrator and Publicity

Term: 

April 2009-April 2010



5-10 hours per week

Positions:
1

Responsibilities:

· First and foremost the chapter administrator is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team 
· Maintain and update chapter listerv and mailing lists 

· Check chapter email account and distribute mail to appropriate persons on a daily basis

· Attend chapter meetings and record minutes in the event that the Webmaster is absent.

· Responsible for ensuring Student Organization Policy (SOP) paper work gets submitted to the CSA Clubs Coordinator beginning of each semester.

· Prepare and mail thank you cards to sponsors etc. when necessary

· Responsible for distribution and preparation of membership cards

· Responsible for the chapter’s computer
· Responsible for booking rooms, spaces and tables as required

· Advertise General Meetings as well as all events

· Update and be in contact with necessary media

· Create posters and handouts for Habitat events

· Update Chapter brochure 
Qualifications:

· Dedicated towards Habitats goals as a chapter, and also accountable to executive
· Organized and efficient

· Work well within set deadlines and schedules

· Responsible

· Computer literate

· Work well as part of a team 

Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

University of Guelph Habitat for Humanity

Treasurer

Term: 

April 2009-April 2010

Approximately 5 hours per week, not including bank trips.  This job is most demanding during Habitat week and the months leading up to reading week trips. 

Positions:
1

Responsibilities:

· First and foremost the treasurer is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team 
· Complete all transactions for the club account at CIBC

· Keep accurate records of all transactions and balances for the CIBC account, cash box, and reading week trips with the proper template that is provided.

· Collect all trip money and release it to team leaders as needed

· Work with events committee to keep record of all income from fundraising events for the chapter and the trip teams.  

· Keep an accurate balance of the cashbox

· Pay the CSA account as needed

· Communicate the financial situation to the executive

· Write the year-end financial report for Habitat Canada and submit it by the deadline (late Jan. early Feb.)

Qualifications

· Dedicated towards Habitats goals as a chapter, and also accountable to the executive
· Willing to work within a team environment

· Organized

· Some knowledge of accounting and/or Excel is highly recommended

Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

University of Guelph Habitat for Humanity

Builds Coordinator

Term: 

April 2009-April 2010

This position is busiest in the fall.  Ability to build on some weekends is important.  Builds in the past usually last approximately 7 hours and generally occur on Saturdays; however, affiliates accept volunteers for building every day of the week.  Some administrative time and time to help with other events will also require a commitment.

Positions:
1

Responsibilities

· First and foremost the builds coordinator is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team 
· Organize builds
· Coordinate and recruit volunteers

· Organize transportation to builds

· Be the contact for local affiliates and participants 

· Seek building opportunities 

· Complete all student risk management (SRM) forms that relate to the builds

· Responsible for build equipment including safety boots, tools and first aid kits


Qualifications:


· Dedicated towards Habitats goals as a chapter, and also accountable the executive
· Good knowledge of Habitat for Humanity 

· General knowledge of Guelph and surrounding area

· Willing to work within a team environment 

· Understanding of safety on the worksite

· Excellent communications skills

Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

University of Guelph Habitat for Humanity

Fundraising Events Coordinator
Term: 

April 2009-April 2010

Approximately 5 to 10 hours a week, during slow fundraising times. Third week of November and January are key event weeks and hours will increase around both of these times.

Positions:
1
Responsibilities

· First and foremost the fundraising and events coordinator is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team 

· Create committees from the general members 

· Educate oneself on corporate fundraisers which is aligned with Habitat Canada and on University of Guelph policies ensuring appropriate procedures are followed when raising money for the Chapter

· Overseeing fundraising events done for the chapter and filling out Student Risk Management (SRM) forms and Sales and Solicitations forms

· Work along side the Advocacy Events Coordinator to help organize and run events, such as Band Nights and bake sales with the assistance of the committee
· Participate in other parts of the Chapter whenever possible

· Liaison between committee members and the executive

Qualifications

· Dedicated towards Habitats goals as a chapter, and also be accountable to your exec members

· Team player

· Organized 

· Creative in order to come up with new ideas

· Ability to plan events and efficient organizational skills to execute events

· Excellent communication skills

· Able to provide a flexible schedule and the needed time commitment especially during peak times

· Energetic and willing to try new things

Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

University of Guelph Habitat for Humanity

Advocacy Events Coordinator
Term: 

April 2009-April 2010

Approximately 5 to 10 hours a week, during slow event times. Hours will increase during key event weeks. 
Positions:
1
Responsibilities

· First and foremost the fundraising and events coordinator is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team 

· Oversee the advocacy committee from the general members 

· Create and implement a plan for educating our chapter, campus and community about the need for affordable housing

· Provide information to chapter members and the community on local and national issues that affect Habitat and affordable housing. 

· Overseeing all advocacy events done for the chapter and filling out Student Risk Management (SRM) forms and Sales and Solicitations forms

· Work alongside the Fundraising Events Coordinator to help organize and run events, 
· Participate in other parts of the Chapter whenever possible

· Liaison between committee members and the executive
· Coordinate events with other social justice clubs on campus.
Qualifications

· Dedicated towards Habitats goals as a chapter, and also be accountable to your exec members

· Team player

· Organized 

· Creative in order to come up with new ideas

· Ability to plan events and efficient organizational skills to execute events

· Excellent communication skills

· Able to provide a flexible schedule and the needed time commitment especially during peak times

· Energetic and willing to try new things

Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

.
University of Guelph Habitat for Humanity
Habitat Week Events Coordinator:
Term: 

April 2009-April 2010

Approximately 5 hours per week in the first semester.
Busiest times will likely occur in January in the weeks leading to, and during Habitat Week. (10-15+ hours a week) 

Positions: 
1

Responsibilities:

· First and foremost the Habitat Week Coordinator is a member of the Executive.  This means attending executive meetings and participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of the team

· The Habitat Week Coordinator will work parallel to the Advocacy/Fundraising and Events Coordinators.  The focus will be solely on the planning and implementation of Habitat Week

· Responsible for providing entertainment for the Habitat Week concert

· Arrangements for Tent Village

· Arrangements for painting the Cannon

· Arrange for guest speaker events

· Coordinate and delegate for any events Executive decides to run during habitat week

· Responsible for the organization of volunteers during Habitat Week

· Publicize various events during the week

· Book Branion Plaza, and space in UC for banner and possibly booth

· Create housing awareness booklet and Chapter information pamphlet

· After Habitat Week help out other executives when needed

Qualifications:

· Dedicated towards Habitats goals as a chapter, and also accountable the executive
· Possess excellent communication skills

· Possess excellent time management skills

· Possess the ability to work in a team setting

Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

University of Guelph Habitat for Humanity

Webmaster

Term: 

April 2009-April 2010

                
2-3 hours per week
Positions:          1

Responsibilities:

· First and foremost the Webmaster is a member of the Executive.  This means attending executive and general meetings in addition to participating in the builds and other events our club is involved in.  The primary responsibility of this position is to be part of a team.
· Responsible for maintaining the website: www.uoguelph.ca/~habitat
· Work closely with the rest of the executive to develop a website that
helps the chapter articulate its mission and goals.
· Work closely with the rest of the executive to keep the website updated with information about upcoming events, important documents, and dates and so on.
· The webmaster records minutes at executive meetings, which will be typed up and distributed in a timely fashion.
· Responsible for posting agendas and minutes of general meetings on the website 
· Participate in other areas of the chapter whenever possible.
Qualifications: 


· Dedicated towards Habitats goals as a chapter, and also be accountable to your exec members
· Possess excellent web design and computer kills

· Possess creativity and excellent communication skills
· Possess the ability to work within deadlines

· Organized and efficient
Note:  To be nominated for a position, one must be a member of the University of Guelph community. Only members of the university can nominate candidates and vote in the elections on March 16th, 2009. For questions, please email us at habitat@uoguelph.ca.

