[image: bluemcrc] 
Main Campus Residents’ Council
106C Victoria Hall
Office: (613) 533 – 6216
Fax: (613) 533 – 6326
newexec@mcrcweb.org
	

Main Campus Residents’ Council		Queen’s University
		Kingston, Ontario

APPLICATION FOR THE POSITION OF MCRC UPPER VICTORIA HALL HOUSE PRESIDENT
2011 -2012

Dear Applicant,

Thank you for your interest in the position of House President. Please find enclosed the relevant information required to complete an application. We trust that this will be a valuable experience for you, and we look forward to working with you in the near future.

The prospective candidate should submit the following information as part of their application for the position:

1. The attached application form and declaration.
2. A comprehensive cover letter and resume 

Eligible applicants will be enrolled as a resident at Queen’s and pay the MCRS society fee. The MCRC is an equal opportunity employer, and encourages applications from all aspects of the Queen’s population. All hiring will be done in accordance with the MCRS Hiring Policy. 

Please return your completed application package in a sealed envelope to the MCRC office, no later than 8:00 p.m., Friday, February 10th, 2012. If you are unable to submit your application in person due to geographic restrictions, please email your application to president@mcrcweb.org no later than 8:00 p.m., Friday, February 10, 2012. Interviews, in person or by phone, will take place shortly after.  Please note that appointment to this position is subject to Council ratification.

If you have any questions about the application process, feel free to contact George Huang, President, at 613 583 7320.

Thank you for your interest and good luck in the application process.

Sincerely,

George Huang
President 
Main Campus Residents’ Council
Queen’s University




Main Campus Residents' Council
Job Overview


POSITION: House President

POSITION SUMMARY:

Reporting to the Vice-President (Residence Affairs), the House President provides leadership on behalf of the MCRC at the House level and supervises House staff.  In this role, the House President is responsible for carrying out the missions, goals and purposes of the MCRC at the House level.

PRIMARY DUTIES AND RESPONSIBILITIES:

The primary responsibilities of the House Presidents include, but not limited to, the following: 


- 	Provide vision, leadership, support, advice and guidance as well as day-to-day supervision for MCRC staff / floor representatives within his/her area of responsibility.

- 	Oversee and have overall responsibility for the house budget and finances.

-	Help Mentor the House President Assistant 

- 	Chair meetings of the House Council and provide direction and leadership for the house council in executing its mandate under the Constitution.

- 	Ensure that decisions of the House Council are carried out.

- 	Represent his/her constituent residents by actively preparing for, participating in, and voting at all meetings of the Main Campus Residents' Council and by sitting on committees of the MCRC, Ban Righ Board or Alma Mater Society as requested by the President, MCRS.

- 	Work with the First-Year Committee to communicate MCRC business to his/her constituent residents.

- 	Liaise directly with local residence staff (e.g. cleaning / maintenance / residence life coordinator etc.) to ensure that needs of his/her constituent residents are being met.

- 	Meet with the Vice-President (Residence Affairs) on a regular basis and promptly
communicate the unfulfilled needs and/or concerns of his/her constituent residents to the Vice-President (Residence Affairs).

- 	Bring together residents of the house for house-wide meetings from time to time as outlined in the MCRS Constitution.

- 	Be a positive role model for staff and students.

- 	Enforce community standards by correcting inappropriate behavior when it is
encountered and promptly completing and submitting incident reports.


REQUIRED BACKGROUND:

Must have completed first year at University and have had one year or more of residence
experience (preferably as a Facilitator or Floor Representative).


SPECIAL SKILLS:

· ability to handle upset residents and address their concerns

· ability to maintain a suitable social-academic-extracurricular balance

· budget planning and a basic understanding of accounting

· ability to motivate staff and generate enthusiasm

· ability to work in groups on committees or at the house level to solve problems, generate ideas and complete projects







DECISION-MAKING:

· Direct students to appropriate office when needed (Health Counseling Services, Queen's
Legal Aid Service, Residence Life Office etc.)

· Final authority for any and all expenditures of house funds, subject to override by formal resolution of the House Council

· Judgment of the general attitudes and/or values of the house and his/her constituent residents in order to formulate, when necessary, a vote which effectively represents the views of the residents


SUPERVISORY RESPONSIBILITIES:

The incumbent supervises:

· Residence Facilitator(s) and House President Assistant (HIRED)

· Local Floor Representatives (ELECTED, VOLUNTEER)

The incumbent performs the following duties for employees reporting to him/her:

· The right to hire or make the effective recommendation to do so. NO

· The right to dismiss or make the effective recommendation to do so. NO

· Responsible for handling disciplinary matters, including
issuance of written warnings. YES

· Responsible for conducting performance appraisals. YES

· Responsible for delegating work and ensuring that it is satisfactory. YES









SECTION A: PERSONAL INFORMATION
PLEASE PRINT CLEARLY OR USE A COMPUTER

Name: 
________________________________________________________________

Student Number: ________________________________________________________________

E-mail Address and Telephone:
________________________________________________________________

Current Mailing Address:
________________________________________________________________

I am registered in the following Faculty:
________________________________________________________________

Program of Study:
________________________________________________________________

Year of Study (as of Sept. 2011): 
________________________________________________________________

Expected Year of Graduation:
________________________________________________________________


Planned extra-curricular commitments for the 2011-2012 year are:

1. _____________________________________________________# hours /week


2. _____________________________________________________ # hours /week


3. _____________________________________________________# hours /week

SECTION B: QUESTIONS
1. Have you ever been found guilty of inappropriate academic or non-academic conduct
during your university career? (e.g. a violation of the University Code of Conduct or
any Residence infraction)

If yes, please provide a brief description of the situation, the outcome and the name of a university official whom we may consult about the situation.

Name: 		_____________________________________________________
Position: 	_____________________________________________________
Phone No.:	 _____________________________________________________



2. Have you ever been convicted of a criminal offense for which a pardon has not been
granted?

· YES
· NO

3. I have lived in residence for at least one full year before I would take on this position.

· YES
· NO


SECTION C: REFERENCE

Please list your reference below:

Name: 		_____________________________________________________
Position: 	_____________________________________________________
Phone No.:	 _____________________________________________________
SECTION D: APPLICATION-SPECIFIC QUESTION

In three hundred (300) words or less, please prepare a response to the following question:

What can you bring to the Presidency of the house(s) you are applying for?  In you answer, consider questions such as what qualities do you think are important for the position, and what do you hope to do achieve this position?

PLEASE ATTACH YOUR RESPONSE TO THIS APPLICATION IN A SEPARATE PIECE OF PAPER.

SECTION E: DECLARATION
I hereby declare that the information on this application form and that, which is attached, is
true and complete. I understand that the information may be verified and a false statement
may disqualify me for the position or cause my dismissal.

I further acknowledge that I have read and understood the duties of this position as outlined in the relevant Job Description, provided in this information package.

--------------------------------------------------------------------  
Name

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

Please return this completed form by 8PM Friday, February 10, 2012 to:

Main Campus Residents' Council
106C Victoria Hall
Queen’s University
Kingston, Ontario, Canada

OR 

Email this document along with your response to Section D to president@mcrcweb.org 
[bookmark: _GoBack]Please note that by submitting this application electronically you fully acknowledge the Terms and Conditions outlined in Section E and you will be required to sign this document on paper at a future date. 
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