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MAIN CAMPUS RESIDENTS’ COUNCIL 

INSTRUCTIONS FOR APPLICATION FOR EVENTS COORDINATOR
Thank you very much for your interest in appointment to the Main Campus Residents’ Council. Participation in student government is a highly rewarding and valuable experience, and we very much look forward to reviewing your application.
In this package you will find the instructions and information necessary to complete your application. Please read all instructions carefully. Ensure your application is sealed in an envelope and labeled “Main Campus Residents’ Council, 2012-2013 Application for Appointment – Events Coordinator” and submit your completed application to the Main Campus Residents’ Council, Victoria Hall or by email to newexec@mcrcweb.org, no later than 4 p.m., Friday, 2nd March 2012. Successful applicants will be contacted by email to arrange an interview.
The incoming MCRC Executive will evaluate your application based on two criteria: 

1. Experience / Potential – Evidence that you have the experience, skills or potential to perform well in the MCRC position for which you are applying. 

2. Quality of Application – Evidence that careful consideration has been given to your application and that it has been prepared conscientiously.

In preparing your application, please include the following: 
1. 
A completed copy of the attached application form
2. 
A copy of your current resume 

3. 
A confidential letter of reference from a past supervisor or current residence staff member. The letter should be sealed in a separate envelope and signed on the outside of the envelope by the author of the letter

For any questions, please contact Tuba Chishti, MCRS President-elect, at 613-533-8391 or email newexec@mcrcweb.org .  

NOTE: Applicants will be required to live in a Main Campus Residence during the term of appointment. Positions listed may not be held concurrently with any other residence position (such as Residence Don). Applicants will have lived in residence for at least one academic year by September 2012 to be eligible for appointment. A description of the positions is attached. More information may be obtained by visiting http://www.mcrcweb.org. Hiring is done in accordance with the MCRS Human Resources Policy. The MCRC is an equal opportunity employer and does not discriminate on the basis of race, ancestry, place of origin, color, ethnic origin, citizenship, creed, sex, sexual orientation, age, marital status, family status, physical ability or inability. 

[image: image2.jpg]MAIN CAMPUS RESIDENTS” COUNCIL





106C Victoria Hall, Queen’s University, Kingston ON, Canada K7L 3N8 

JOB DESCRIPTION

Main Campus Residents' Council

POSITION: Events Coordinator 

POSITION SUMMARY: 
The MCRC Events Coordinator is responsible for the coordination of Inter-House Events such as trips, semi-formals and sports tournaments. In addition, the Events Coordinator is also responsible for the marketing and alumni relations of the MCRC. The Events Coordinator works with MCRC staff to ensure that events are available to residents to make their year in residence fun, inclusive and memorable. 

Duties and Responsibilities 
Section 1.5 of the Society Bylaws state that the Events Coordinator shall: 

• Be responsible for and facilitate the execution of two major inter-house events per term open to participation by all houses (at the discretion of the house council), including but not limited to a Montreal trip, a semi-formal and a dodgeball tournament 

• Facilitate inter-house events by acting as a resource and central contact for House Presidents 

• Be responsible for the promotion and execution of the MCRC Skip-a-Meal program each term 

• Be responsible for the coordination of MCRC staff events 

• Be responsible for the coordination of MCRC alumni relations 

• Be responsible for all marketing and promotional functions of the MCRC 

• Manage MCRC event resources including but not limited to equipment bookings and sustainable event supplies 

In addition to these duties and responsibilities the Events Coordinator shall also: 

• Collect, review, and submit all Health Unit food permit forms obtained from staff 

• Regularly prepare for and attend meetings of the General Assembly and Executive Board 

• Prepare and present sessions for Residence Staff Training 

• Ensure that events are executed in accordance with the MCRC’s Risk Management Policy 

• Complete any additional responsibilities as deemed necessary by the President 

Required Skills and Qualifications 
• Effective time management and organizational skills including the ability to balance both work and school, and meet deadlines on multiple projects as requested 

• Very strong interpersonal and communication skills and the ability to resolve conflicts 

• Proficiency with Microsoft Word, Excel and PowerPoint and experience using Adobe Creative Suite 

• Critical thinking and strategic planning skills, and a very high attention for detail 

• Proven ability to work collaboratively on a team or independently as required 

• Ability to motivate and manage volunteers and staff for multiple projects 
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MAIN CAMPUS RESIDENTS’ COUNCIL

2012-2013 Application for Appointment

SECTION A: PERSONAL INFORMATION PLEASE PRINT OR TYPE CLEARLY 
Name: 
Telephone: 
Address:
E-mail: 
Department: 
Year of Study (current): 
Degree(s) Pursued: 
Graduating Year: 

Would you be holding another position, internal or external to Queen’s University, during the 

period of employment?
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 No
SECTION B: CURRENT APPLICATION 

1. Describe your interest in this position and the MCRC.

2.  What skills and personal attributes can you bring to the position of Events Coordinator?
3. What do you believe to be the greatest challenge facing Inter-House events, and how would you address this issue as Events Coordinator?
4. Many members of the MCRS participate in MCRC events and services, and interact with our staff, but they are generally unaware of MCRC itself. How would you raise awareness of MCRC within the Society through the use of marketing and promotions?
SECTION C: DECLARATION
I certify that I have given true, accurate and complete information on this form to the best of my knowledge. In the event confirmation is needed in connection with my work, I authorize educational institutions, associations, committees, and others to furnish whatever detail is available concerning my qualifications. I authorize investigation of all statements made in this application and understand that false information or documentation, or a failure to disclose relevant information may be grounds for rejection of my application. I further understand that, if hired, any such false statements or information may result in my dismissal from the position. 

I further declare that I have read and understood the duties of this position as outlined in the relevant sections of the MCRS Constitution and Bylaws.
--------------------------------------

Signature 
--------------------------------------
Date 

Please return this form by Friday, 2nd March 2012 to: 
Main Campus Residents’ Council Office

Victoria Hall, Room C106, Queen’s University 
Kingston, Ontario, Canada K7L 3N8
Note: If submitting your application by email to newexec@mcrcweb.org, you are agreeing to the declaration in Section C, and may be asked to sign a hardcopy of your application at a later date before the MCRC extends you an offer for a position as the events coordinator.
