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AU Exec Job Descriptions 08/09
(b)
SECRETARY
The Secretary shall:

(i)
Keep proper minutes of all Athletic Union General Meetings, Executive Meetings and Finance Meetings and ensure that all such Minutes are laid before the Union Council.

(ii) Be a member of any sub-committee formed within the Athletic Union and shall act as Secretary to that sub-committee.

(iii) To ensure that a medium is made available to provide a summary of the above meetings for public discourse

(iv) Be responsible for arranging dates and locations for all Athletic Union meetings and inform the relevant parties of such meetings. 

(c)
FINANCE OFFICER
The Finance Officer shall:

(i) 
Along with the President is responsible for the accounts of the Athletic Union.

(ii) 
Together with the Athletic Union President and Athletic Union Finance Committee, allocate Athletic Union club grants for the forthcoming year, during the summer term.

(iii) 
Is also responsible for monitoring club spending each month and report on this to the Athletic Union Finance Committee.

(iv)
To liaise with the Athletic Union President to help prepare and deliver Clubs' Treasurers training session in the summer term.

(d)
LUFBRA WOW CONTENT EDITOR 
i. Be responsible for collating and editing match reports and articles for each edition of Lufbra WOW 

ii. Recruit and manage a team of volunteers responsible for producing Lufbra WOW content in terms of text and photos
iii. Manage the booking of the Lufbra WOW Camera and lens, encouraging it to be used by students
iv. Be responsible for (in conjunction with the Athletic Union President) liaising with the Media Centre (LSU) on coverage of Loughborough Students’ Sporting events
v. To liaise with the University’s Publicity Office and Sports Development Centre to ensure coverage for Loughborough Students’ sport at all levels 

vi. To work closely with the Lufbra WOW Sponsorship/Merchandise Officer to help promote sponsors and merchandise 
(e)
LUFBRA WOW SPONSORSHIP/MERCHANDISE OFFICER 
(i) Be responsible for the AU archives, keeping up to date accurate records of all newspaper articles etc of AU clubs and individuals, and ensuring they are kept in good order
(ii) To actively seek sponsorship for Lufbra WOW and the events associated with it.  To ensure all sponsorship agreements are honoured by the sponsor and the Athletic Union
(iii) To order, promote and sell Lufbra WOW/Athletic Union merchandise.  To ensure merchandise is obviously on sale at major events, e.g. AU Bazaar, Open Days, Varsity fixtures  
(iv) To work closely with the Lufbra WOW Content Editor when producing content for the magazine 

(v) To ensure that the JC Bar reflects contemporary achievements of Loughborough Students' sport (in conjunction with the Communications Officer)

     
(f)
ENTERTAINMENT OFFICER – HEY EWE LIAISON 


The Hey Ewe Liaison Officer shall:

(i) 
Be responsible for contacting clubs and ensuring they adhere to the agreements set out for Hey Ewe Sponsorship  

(ii) Be responsible for helping with the dynamics of HEY EWE i.e. sitting on any relevant committees to help maintain the Athletic Union’s profile on a Wednesday night through unique events and Athletic Union warm ups
(iii) Monitor the performance of Club’s attending Hey Ewe and keep a constant record of their performance in line with the Hey Ewe Sponsorship criteria.  To meet with the President and Finance Officer to provide allocations of Hey Ewe sponsorship to take to Finance Meeting
(iv) Assist the Ents Officer responsible for the organisation and promotion of the ‘Annual Athletic Union Dinner’

(v) Be responsible for organising Athletic Union Executive socials to keep up the ever important notion of teamwork

(g) ENTERTAINMENT OFFICER – ATHLETIC UNION BALL LIAISON OFFICER
The Athletic Union Ball Liaison Officer shall:

(i) 
Be ultimately responsible for the organisation and promotion (in conjunction with the Athletic Union Executive) of the ‘Annual Athletic Union Dinner’.

(ii)
Work closely with the Lufbra WOW Sponsorship & Merchandise Officer & LSU Marketing to ensure additional sponsorship is secured for the ‘Annual Athletic Union Dinner’

(iii)
Assist the Hey Ewe Liaison officer in the running and promotion of Hey Ewe events. 

(iv)
Be responsible for organising Athletic Union Executive socials to keep up the ever important notion of teamwork

(h)
HEALTHY LIVING & RECREATION OFFICER 
The Healthy Living & Recreation Officer shall:
(i)
Be responsible for the continuation and development of the Healthy Living Programme for Loughborough Students.
(ii)
Liaise with the Lifestyle Service at the Sports Development Centre to co-ordinate funding and healthy living initiatives. 
(iii)
Support co-ordinate all taster day sessions or events that are conducive to recreational sport.

(ii) Support the other Athletic Union Executive Officers in their duties.
(i)
LOUGHBOROUGH SUPERSTARS AND COACHING OFFICER

The Loughborough Superstars and Coaching Officer shall:

(i)
Be responsible for the planning, promotion and execution of the event ‘Loughborough Superstars’.

(ii)
Be responsible for the organisation and delivery of additional coaching/first-aid courses that are required by Athletic Union Clubs. 

