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This opportunity profile is designed to give you an idea of what your voluntary work will involve. It highlights the commitments, skills and benefits you can expect from taking up that role.


	Role:
	Department Vice Chair
	
	Department:
	Dept Committee


	Duties & Responsibilities:

· Take minutes of Committee meetings and distribute to committee and reps within 3 working days
· Organise purchase of Dept merchandise

· Collate Programme Rep elections material (post phase III) and set up reps database
· Lead the team in the Department Chair’s absence
	
	Time Commitment: Around 3 hours per week, to include fortnightly committee meetings. Busy periods include fresher’s week and committee elections/handover.

	
	
	Venue:  Department, Home


	
	
	Responsible to: Department Chair, Vice President Education and department committees’ officer.



	Opportunity:

· Initiate change
· Work as a high profile team

· Develop new systems and new ideas

· Develop new skills
	
	Benefits:

· Increases job prospects

· Respect of Peers and Academic Staff

· Incentives – Stash, etc



	Useful Previous Experience:

Being a programme rep would be helpful.
Previous experience as a committee secretary would be useful
	
	Training and Support: Induction package, training from LSU, union councillor training.  Ongoing support from the Dept Chair.



	Skills Gained:
	
	Participating in this opportunity will enable you to develop and practice the following skills (marked *)

	*
	Written Communication
	
	*
	Teamwork

	*
	Verbal Communication
	
	*
	Time Management

	
	Delegation
	
	
	Financial Management

	*
	Decision Making
	
	*
	I.T.

	*
	People Management
	
	*
	Organisation / Planning

	*
	Negotiation
	
	*
	Marketing

	Others (as specified below)



	For further info, Contact:


	
	Website:

http://www.lufbra.net




