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Thank you for your interest in becoming a MathSoc volunteer!  We look forward to working with an awesome team of directors, coordinators, board members, and office workers during the Spring 2013 term! 

There are a few things you should consider before submitting your application. Each director or coordinator will be responsible for their duties as outlined in the following pages as well as continuous communication with council and the corresponding executive member. More specifically, each director or coordinator will:
· Provide the exec member to whom they report with a weekly report (written or oral) on their activities.
· Attend bi-weekly council meetings and provide a similar report when requested.
· Prepare a budget for their activities for approval by council during the budget meeting.
· Maintain at least one office hour per week in the main MathSoc Office.
· Prepare a written report at the end of the term outlining their activities over the past term of the Board to be filed in the record binder for that directorship for future reference.

Applications are due Friday May 10th at 4:00 p.m. to the VPO mailbox, or by email to vpo@mathsoc.uwaterloo.ca. 

Board members will assist the director/coordinator in their tasks. This is a great opportunity for students who are looking to volunteer with less time commitment or are interested in multiple areas of the society. 

Don’t see what you are looking for? Send us an email at exec@mathsoc.uwaterloo.ca with the time commitment you have available, what you are interested in working on, and any project ideas you have. We’ll try to create a role for you!

Finally, we will be hosting a Director Welcome Meeting on Tuesday, May 14th at 5:30 p.m. for the chosen directors. We’d like all directors to be present at the meeting so please plan accordingly, if you are unavailable let us know on the application. 

If you have any questions feel free to contact us. 

We look forward to receiving your application!

Cheers,


Elizabeth McFaul, Sean Hunt, Ty Rozak, Joiye Zhang, Lauren Hurley
MathSoc Spring 2013 Executive



Reporting to the President (Elizabeth McFaul)
Director/Coordinator Roles 
	Role
	Description
	Time Required

	Communications Coordinator
	Create long-term promotional material for MathSoc and the C&D. Update the facebook and twitter pages. Assist Executive in developing weekly announcements.
	2-5 hours/week

	Website Refresh Coordinator
	Coordinate and manage tasks for content writers. Collect requirements for the site and track deadlines. Lead meetings of the Website Refresh Committee. Experience leading/managing a project is preferred.
	2-5 hours/week

	Clubs Director
	Create a clubs manual to assist clubs in running events, elections, and working with MathSoc. Develop methods for tracking and promoting club events. 
	1-2 hours/week

	Policy Director
	Update current policies and suggest improvements. Identify any gaps that exist, and create new policies. 
	1-2 hours/week 

	FYA Director
	Develop resources for first year students. Create events for incoming class (implemented in fall). Must be an upper year student. Ideal candidates would be wiling to continue this role into the fall term.
	1-2 hours/week 

	Student Survey Director
	Analyze previous survey results (including space survey and general survey). Produce reports based on these results. Introduce new surveys to get student feedback on future projects.
	1-2 hours/week 



Other Committees
	Student Space Committee Members (2)
	Analyze and report on results of the space survey (sent out last term). Collect student feedback on student space in Math through running feedback sessions. Make recommendations on space improvements. 
	1-2 hours/week 

	Website Refresh Content Writers
	Research and write new content for the website, including information on clubs/affiliates, history of the society, C&D offerings, first year resources, or how to get involved. Please indicate topics you would be interested in writing about in your application.
	1-2 hours/week 


Reporting to the Vice President, Finance (Joiye Zhang)
	Role
	Description
	Time Required

	Clubs Accounting Assistant
	Assist clubs in transitioning to new accounting procedures. Document changes for future terms.
	2-5 hours/week 

	Finance Assistant
	Assist the VPF with end-of-term tasks. Close the office cash Wednesday and Friday and count floats as required. Previous experience handling money an asset. 
	2-5 hours/week 


[bookmark: _GoBack]Reporting to the Vice President, Events (Ty Rozak)
Each of these positions also has a board who can assist in carrying out the director’s task. If you are interested in being a board member, please indicate this on your application.

	Role
	Description
	Time Required

	Carnival Director
	Organizes and runs a Carnival for all Math students. This includes arranging inflatable rides, other games and a barbeque. 
	5-10 hours/week (leading up to event)

	Math vs Eng Event Director
	Coordinates a competitive type event between the Math and Engineering Faculties. This director will work alongside an  EngSoc director to co-run this event. 
	5-10 hours/week (leading up to event)

	Spirit Days Director
	Organizes several spirit days for Math students. These might include giving away free food, running games/contests, etc.
	2-5 hours/week (leading up to event)

	Approximation of Pi Day Director
	Plans the Approximation of Pi events on July 22nd. Events will include free cake, Pi related games, giveaways and more.
	5-10 hours/week (leading up to event)

	Charity Ball Directors (2)
	Plans and organizes the Charity Ball event that usually takes place in November. This position is responsible for booking a venue, contacting sponsors (organizing auctions), and advertising, selling tickets, finding a charity, etc. 

NOTE: This is an 8-month commitment and these directors are expected to continue in the Fall ‘13 term as well.
	5-10 hours/week (leading up to event)

	Canada Day Director
	Sits on the Canada Day Steering Committee with the VPE starting in mid May until end of Canada Day to plan the Canada Day event (Mathsoc is in charge of the children’s play area for kids 1-8 years of age). Meetings are weekly after class and this director together with the VPE is responsible for running the children play fair on the day and preparing, buying, setting up equipment/prizes the day before and take down, as well as helping out the committee. Note: This is a campus wide committee, since the celebrations are for the entire Kitchener-Waterloo region.
	5-10 hours/week (leading up to event)

	Games Director
	Organizes games night on the 3rd floor of MC every week. This includes creating/putting up posters, selecting games from the MathSoc office, purchasing food, and setting up in the Comfy on a weekly basis. These directors will also organize game tournaments & 24 Hour Games Night.
	2-5 hours/week

	Marketing Coordinator 
	Coordinates with event directors to market their events. This will include creating and putting up posters, establishing a social media presence and any other marketing needs.
	2-5 hours/week


Reporting to the Vice President, Operations (Lauren Hurley)
Each of these positions also has a board that assists in carrying out the director’s tasks. If you are interested in being a board member, please indicate this on your application.

	Role
	Description
	Time Required

	Computing Director
	The Computing director is tasked with providing a useful computing environment for MathSoc council and general Society members. Our array of equipment includes a dedicated Linux server, a Windows 2003 domain controller, and a number of office workstations for general use by math students. An ideal candidate should have at least some basic knowledge of Linux and/or Windows server administration, and hardware maintenance. (Please indicate this on your application)
	2-5 hours/week

	Novelties Director
	Create, order and keep inventory of the MathSoc Novelties for sale in the office. Organize Novelties “Sidewalk Sales” and spirit days on the second and third floor of MC (three or four times a term). Experience using modern image editing programs (Photoshop, Illustrator, etc.) is desired. (Please mention your experience in the application)
	2-5 hours/week

	Office Managers
(2)
	The duties of the Office Managers are to maintain the MathSoc Office and ensure that it is running smoothly. This includes training office workers, and ensuring the office maintains a professional and welcoming environment. They are also responsible for keeping a weekly inventory of materials, ordering new materials (as necessary), and using the new Point of Sale system.
	5-10 hours/week 

	Postings Director(s) 
(1 or 2)
	Responsible for the timely posting of approved posters and enforcement of rules against illegal postings.
	2-5 hours/week

	Website Director
	Maintain, troubleshoot, and update the MathSoc website.  Design and implement web applications to be used by board members and executives to increase efficiency (this may include, but is not limited to, a novelties ordering system, improved room booking requests, and a publicity request form) Applicants should have some existing knowledge of web design and/or development; in particular, some prior exposure to, or strong willingness to learn HTML/CSS and PHP is desired. (Please mention your experience in the application)
	2-5 hours/week 


Reporting to the Vice President, Academic (Sean Hunt)
	Textbook Library Manager
	Sort through the textbook collection, find storage, and inventory collection. If time permits, work on computerized checkout system for books & possibly other items in conjunction with office managers.
	3-4 hours/week 

	PD Director
	Planning professional development events such as networking sessions, mock interviews, and/or resume critiques.
	2-8 hours/week depending on event schedule


Boards
The following areas have boards that assist in carrying out the director’s tasks. Board members assist in event planning and execution, work on smaller projects in that area, or provide feedback and suggest improvements for an area of the society. If you are interested in being a board member, please indicate this on your application.
· Marketing/Publicity
· MathSoc Carnival
· Spirit Days
· Approximation of Pi Day
· Games
· Website
· Novelties
· Office
· Math vs. Engineering

Office Workers
The MathSoc office provides numerous services to students, including printing, photocopying, and the sale of supplies and novelties. Office Workers are always on hand to assist students who come in, cash out sales on the Point of Sale System, or answer questions. 

If you’d like to be an office worker, all you need to do is sign up for an office hour on the MathSoc website (http://mathsoc.uwaterloo.ca/Office/Signup). Please email office@mathsoc.uwaterloo.ca if you have not already been trained. 


Name: ____________________________________________________________ Year/Term: ________________________
Program: ______________________________________ Email Address: _______________________________________________
Applying For: ____________________________________________________ UWID: ____________________________________
 (If you are applying for more than one director position, please submit a separate form for each position, noting on each form your order of preference.)
I am interested in (if applicable): Director/Coordinator ☐ 	 Board Member☐

Why are you interested in this position? 




How are you qualified for this specific position? Do you have any prior experience?





Name (and explain) one unique thing you can offer MathSoc by holding this position.





If appointed to this position, what are some of your ideas and plans for this term?




I have read and I understand the requirements of being a director (listed on the first page):     Yes ☐
Directors/Coordinators are required to hold office hours (one hour per week) in the MathSoc Office. Are you willing to commit to this responsibility?      Yes ☐ 	
Please submit this form to the VPO mailbox or to vpo@mathsoc.uwaterlo.ca.
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