Board Remit Information Pack
Notice for all Executive Team applications
The President, Vice President (Membership, Clubs and Societies) and Vice President (Board of Management) shall comprise the Union Executive. The Executive is to be at all times responsible for its actions to the Board of Management, to whom it shall report at each meeting. The Union Executive is responsible for the management of student-facing activities within the Union.
Vice Presidents should be frequently visible within the building and available for board and student contact. You’re responsible for your own hours – but it might be worth considering a regular slot when you will be available.
Please be aware before applying that you must be able to be in contact enough with the management team to know what’s going on day-to-day around the building, alongside your studies.

President
President is a full-time salaried sabbatical position over a 12-month term.
The President is in-charge of all things QMU, from running the governance and structure of the Union alongside staff, to planning and actioning change on campus.

· Represent the Union on all public occasions.
· Convene the Board of Management
· Normally take the chair at General Meetings of the Union.
· Submit an annual written report to the Annual General Meeting.
· Act as Designated Officer in terms of the University Code of Practice.
· Liaison with University Senior Leadership Team.

The Vice President (Membership, Clubs and Societies) is to:
· Oversees the Club and Society affiliation process, including creating the Affiliation Pack over the Summer-period, and managing the database year-round.
· Oversees society engagement and booking of non-commercial spaces (evening use of third floor committee rooms)
· Responsible for communication between the Union and its members.
· Responsible for convening meetings of the Freshers’ Week Committee. In the case of the absence of the Vice President (Membership, Clubs and Societies), the chair shall be passed to an appropriate substitute.
· Submit an annual written report to the Annual General Meeting.
· Convene meetings of the Freshers’ Week Committee. 
· Represent the QMU at all cross-campus activities, including general cross-campus meetings.
· Be available over the summer recess.
· Support the President and VP Board as required.
 
The Vice President (Board of Management) is to:
· Responsible for the QMU’s membership database, and actively promoting Union membership, and replacement cards.
· Prepare the minutes and the business of Meetings of the Board of Management and General Meetings of the Union.
· Ensure that all copies of the Constitution and Bye-Laws are up to date, and made available to members.
· Responsible for communication between the Union and its members.
· Responsible for overseeing the conduct of all election business in conjunction with the Returning Officer.
· Responsible for the discipline of the Board of Management.
· Represent the QMU at all cross-campus activities, including general cross-campus meetings.
· Support the President and VP MCS as required.
· Overview that convenors are fulfilling their duties.


Notice for all Convenor applications
Convenors are expected to engage with Executive and management MINIMUM 1x a week. Consistent communication with General Management is expected throughout the role. Convenors are responsible for chairing and maintaining an engaged, and productive committee.
All convenor positions are responsible to the Executive Committee and the QMU General Management Team.
Communications Convenor
· Responsible for chairing the Communications Committee.
· Work closely with the Union’s Marketing and Communications Executive to support student engagement.
· Work with other convenors to help promote their committee events
· Help promote Union activities online and on campus.
· Assist with flyering, graphics (Canva provided), and official Union Communications.
· Support drafting policies, constitutional updates and amendments, and statements, as appropriate.
Publications Convenor (Editor in Chief of QMUnicate)
· An opportunity to develop artistic expression and journalistic skills
·  Provide a platform to promote QMU via the in-house magazine (QMUnicate)
· Ensuring good environmental practice
· Pursue sponsorship / commercial streams
· Ensure all publications reflect the ethos and values of the QMU – when in doubt discuss with the executive / management team
· Get approval for publication contents and expenditure
Events Convenor
Responsible for chairing the Events Committee, and for organising key QMU events that generate an income (- as a minimum).
This includes...
· Monthly club nights
· Oktoberfest
· Halloween
· Nov/St Andrews Scottish theme
· End of term / Festive Season
·  Refreshers
· St Paddys Day
Social Convenor
· Responsible for chairing the Social Committee.
· Responsible for ensuring a selection of weekly / regular events for people to socialise and meet and make friends – these may include quizzes, karaoke and other events and may be in collaboration with over committees or societies.
· Ensuring that these events are consistent for students to attend across our weekly schedule, and generate an income (-as a minimum).
Tech Convenor
Provide the opportunity to develop skills in the use of arts and entertainment tech equipment
· Organise and provide free tech support to QMU student events including Freshers week.
· Providing tech support to other events in the QMU – that will be paid for.
· Alert Management team to any tech / equipment / safety issues.
· Organise training.
· Be responsible for the care and storage of equipment used by the tech team.
· Ensuring other committees are trained as appropriate.
Campaigns and Charities Convenor
· Responsible for chairing the campaigns and charity committee.
· Responsible for promoting the QMU chosen charity, approved by the executive committee.
· Seek board approval for proposed campaigns and events
· Effectively action campaigns that the QMU support.
· Amplify voices for issues that are key to students
Welfare Convenor
· Responsible for chairing the Welfare Committee.
· Ensuring the smooth-running of events that actively support student well-being on campus, e.g exam de-stress and social events.
· Help foster and promote a positive community across our building.
· Work alongside Vice President Board of Management to represent QMU at Welfare Forums.

CSR Convenor
Applications only open to those who have previously sat on the board of management.
· Convene and chair regular meetings of the Current Student Representative Committee.
· Create and maintain a list of action points for Current Student Representatives.
· Encourage communication between Current Student Representatives and the Executive Committee or the relevant Covenor(s) to pursue the completion of these action points.
· Arrange regular meetings with the Vice-President (Board of Management) and General Management Team to discuss CSR progress and for assistance in project management

CSR
· Represent the membership on the Board of Management and at all union activities.
· Attend all meetings of the Current Student Representative Committee.
· Bring feedback from ordinary members to meetings of the Current Student Representative Committee regarding Union services and activities.
· Actively promote all Union events and services and create publicity where appropriate.
· Be an active, contributing member of the Board of Management.



