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	Job Title
	VP Administration

	Reports to
	HRMA President

	Time Commitment
	[bookmark: _GoBack]___ hours/week

	# Positions
	1

	Job Description

	OVERVIEW
Association Overview
The Brock Human Resources Management Association (HRMA) was established to encourage students with an interest in Human Resources to learn about the industry by networking with professionals, attending events focused on various areas of HR, as well as participating in experiential learning activities directly related to HR. 

Role Overview
The VP of Administration is responsible for team organization, administration, and information distribution.  They will take on the responsibility of minute taking at all gatherings of association members, and producing copies of these minutes in a reasonable time frame to be determined.  The VP of Administration will be in charge of communication through e-mail and written text, both internally and externally.  They will also have several other administrative roles, such as room bookings and table bookings, etc.  The VP of Administration will have excellent time management and communication skills to maintain all association members are continuously aware of all new information, events, or meetings that are obligatory and beneficial to them.  

Description of Role
· Take minutes at all meeting, and then produce copies of minutes to disperse to all other association members
· Provide both e-mail and written communications to members within the association and also other community members or leaders outside of the association 
· Book rooms, and tables that are needed for meetings/gatherings
· Required to attend all HRMA events and meetings when possible 
· Other duties as required

Required Skills & Experience
Knowledge, Skills, and Abilities
· Strong organizational skills with a focus on time management; with exceptional ability to make deadlines
· Strong oral and written communication/comprehension skills 
· Concern for quality and standards
· Good stress management tactics
· Maintain a goal oriented personality with a strong vision of the HRMA's goals and objectives for the school year 
· Strong interest and passion for adding value to the Faculty of Business and the FOBSC 
· Interested in building relationships and networking with peers, faculty and external members of the Niagara Region 
· Ability to work as a team and as an individual successfully 
· Strong leadership skills and qualities 
· Detail Oriented
· Self-motivated

Education and Experience
· Must be a full time student preferably within the Faculty of Business for the 2012/2013 academic year at Brock University
· Must be in good academic standing
· Must be fluent in the English Language

	Note
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification.  They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of this role.  All Executive members may be required to perform duties outside of their normal responsibilities from time to time, as considered necessary.
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