
	  

NOW HIRING FOR 2013-2014 
Are you an up beat, dedicated and social individual? Are you looking for a fulfilling and meaningful 
leadership experience? Apply now for one of our many executive positions and make our goal of 
changing lives more possible! 
 
 

Secretary:  
The secretary of the club is of utmost importance for the continuation and execution of tasks. He or 
she is in charge of the club’s communication with other parties and ensures that we are always up to 
date with events and important notifications.  
Duties include (but are not limited to):  
-‐ Must create weekly e-mail updates for members  
-‐ Book rooms for weekly executive meetings and for monthly all-member meetings 
-‐ Handle e-mail and telephone communications between the club and other parties (this 

includes checking e-mail on a daily basis)  
-‐ Update membership list regularly as new people sign up  
-‐ Keep track of past and future club meetings  
-‐ Take down meeting minutes and post them on the executive drive after every meeting  

 
Events Coordinators (2):  

The events coordinators are extremely important in helping to bring the cause of the club to other 
students on campus through events and internal sponsorship and collaborations.  
Duties include (but are not limited to): 
-‐ Generate creative ideas for fundraising and raising awareness events 
-‐ Taking advantage of events on-campus to showcase the club (e.g. Club’s Night) 
-‐ Be present at events and ensure they run as smoothly as possible 
-‐ Responsible for receiving internal sponsorships for events (anything within the university) 

and managing any other necessary details pertaining to the event 
-‐ Collaborating with other Queen’s clubs, the AMS, professors and other groups 

 
IT Coordinator:   

The IT coordinator is all-things social media and web design! He or she helps with the 
development and up keeping of our website, PayPal accounts and online donations.  
Duties include (but are not limited to): 
-‐ Developing a website 
-‐ Creating accounts for online donations 
-‐ Working with marketing coordinators to think of interactive ideas for social media  



	  

First Year Representative:  
The first year rep connects the club to first year students! He or she comes up with interesting 
initiatives for attracting first year students to events and increases the exposure of the club.  
Duties include (but are not limited to): 
-‐ Advertising our events to residences and cafeterias by posting flyers or simply bringing 

people out to events 
-‐ Talk to residence dons to bring up our events at their floor meetings 
-‐ Work with volunteer coordinators to discuss the best ways to recruit new members 
-‐ Take advantage of frosh events to help promote the organization 

 
Volunteer Coordinators (2):  

The volunteer coordinators are, in a way, the faces of the club. Their responsibilities are to showcase 
the club on campus by being active, always interacting with students.  
Duties include (but are not limited to): 
-‐ Solicit new members to the club 
-‐ Attend every tabling or university recruitment events to recruit members 
-‐ Maintain an up-to-date volunteer database (communication with secretary is paramount) 
-‐ Responsible for answering all inquiries made by interested members to the club 
-‐ Meet with the First Year Rep regularly to come up with ways to recruit members  
 

Public Relations Coordinators (2):  
The PR coordinators interact with third party sources to make all club endeavors possible. They are 
in charge of communicating with sponsors and businesses that could help with the execution of 
events and fundraising.  
Duties include (but are not limited to): 
-‐ Must communicate with other branches of Operation Smile in order to learn from them and 

make connections for the club  
-‐ Connect with other clubs on campus with similar goals or for marketing purposes (e.g. The 

Journal) 
-‐ Communicate with businesses, organizations and professionals to receive endorsements, 

sponsorships and donations.  
-‐ Must seek out external sponsorships (businesses) for events  
-‐ Must build relationships with businesses and organizations in Kingston in order to create a 

presence in the community  
 
 

TO APPLY: 
 
E-mail your resume (optional) and your responses to the questions below by September 14th at 4pm 
to operationsmile@ams.queensu.ca. (NOTE: you may answer the questions on a separate 
document but answers should not exceed 150 words each.)  
 
Good luck and thank you for your interest! 



	  

 
 
 
 
 
 
Name: ______________________________________________________ 
 
Program: __________________________________________________ 
 
Position applying for: _______________________________________________ 
 
Contact info: 
 E-mail: _____________________________________________ 
 
 Phone: _____________________________________________ 
 
 
 

1. Why are you interested in joining Operation Smile @Queens? 
 
 
 

2. What do you think you can gain from joining the club? 
 
 
 

3. How would you describe yourself (personally and professionally)? 
 
 
 

4. How could you contribute to Operation Smile and how can you help achieve its goals? 
 
 
 

5. Why do you think you would be perfect for the position for which you are applying? 
 
 
 
 
 
 


