
 

 

 

 

 

 

 

Position: HUCSC Chief Operating Officer 

Location:  Huron University College, London ON 

Term:  Contract position for May 31, 2016 – May 31, 2017 

Salary:  $2,500 annually 

Schedule:  14 hours/week—days, evenings and weekends 

Responsibilities: Coordinate the operations of the HUCSC’s Executive portfolios 

Reports to:  President, HUCSC 

  
 

1. GENERAL DESCRIPTION  
 

The goal of the Huron University College Students’ Council (HUCSC) is to enhance the student 

experience for every student who attends the College. The hope of the HUCSC is that the organization 

impacts every student who graduates from Huron in a positive and meaningful way.  The HUCSC’s 

operations include offering academic programming, debates, social programming, student government 

opportunities, the Clubs system, and a small retail and bar establishment on campus. 

 

The HUCSC is seeking a passionate and committed individual to assist the HUCSC Executive team in 

running their portfolios as efficiently as possible, with the ultimate goal of enhancing the student 

experience at Huron University College. 

 

2. DUTIES/RESPONSIBILITIES 
 

- Acts as an assistant, or “Chief of Staff”, to the President.  The President may request that the 

Chief Operating Officer (COO) assist in strategic planning, drafting documents, or other 

miscellaneous tasks.  The COO may be asked to accompany the President to meetings. 

 

- Acts as a resource to assist in the duties of all HUCSC Executives.  While this position ultimately 

reports to the President, the COO will be expected to maintain an up-to-date and in-depth 

understanding of the operations of all five Executive portfolios.  Responsibility will fall to both 

the COO and the respective Executives to ensure that the COO maintains this knowledge.  The 

COO may be asked to assist a Vice-President at certain times of the year.  Part of this 

responsibility will include attending weekly Executive meetings. 

 

- Carries out the administrative duties required by the HUCSC Executive.  This will include 

managing the council email, overseeing the scheduling of the Executives, maintaining HUCSC 

records, and keeping a clean and professional HUCSC office space. 

 

- Facilitates communication and synchronization between the Executive portfolios where possible.  

The operations of the HUCSC can often span across various volunteers and cause different 

portfolios to overlap.  The COO will be expected to ensure smooth communication between 

portfolio members, and help to settle disputes if necessary. 

 

- Acts as a resource to assist in the duties of individual portfolio members.  Certain portfolio 

Associate Vice-Presidents, Coordinators, and Commissioners may find it difficult to complete 

their duties to their fullest potential at specific times of the year.  The COO will be expected to 
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make himself or herself available to assist portfolio members in completing their duties in 

efficient and effective ways. An example of this may include assisting VP Finance with the clubs 

portfolio.  

 

- Plans HUCSC programming upon request by the President.  Where events do not directly fall 

under the purview of a specific portfolio, the COO may be asked to plan and execute them.  

Examples of such events include the Summer Council Weekend and Huron Day. 

 

- Ensures a smooth transition between the outgoing and incoming HUCSC members, with 

particular attention to the outgoing and incoming Executive teams.  From the months of February 

through to May, the COO will play a pivotal role in ensuring an organized and professional 

turnover of the HUCSC.  This will include offering input to the hiring of the successive COO. 

 

- NOTE: The Chief Operating Officer will be asked to maintain regular hours in the HUCSC 

office.  The expectation will be for the COO to spend approximately two hours in the HUCSC 

office every weekday.  In addition to these regular hours, the COO may be asked to work on 

weekday evenings or weekends as needed.  The Executive recognizes that this is a part-time, 

student-focused work opportunity and therefore no unreasonable demands will be made of the 

COO in this context.  To reflect the high expectations of this position, a salary of $2,500 is 

offered. 

 

3. QUALIFICATIONS 
 

- Knowledge and demonstrated commitment to the goals and priorities of the HUCSC 

- Strong communication and management skills 

- Exemplary organization skills and an ability to work in a flexible environment 

- Responsible, highly-motivated and willing to take initiative 

- Ability to take direction and provide leadership in order to deliver on key priorities 

- Developed conflict resolution and problem solving skills 

- Commitment to efficiency, effectiveness, and detail 

- Candidates with previous experience working within the HUCSC will be preferred 

- Candidates with strong IT knowledge and capabilities will be preferred 

- Candidates with relevant experience in administrative roles will be preferred 

 

4. APPLICATION REQUIREMENTS 
 

- In order to be eligible for this position, applicants must be enrolled as a student at Huron 

University College as of September, 2016 

- Applicants must hold a valid Ontario Driver’s License 

 
All interested applicants should e-mail a cover letter and resume (that includes at least (1) 

reference) no later than 11:59 pm on Saturday, March 26, 2015. Only certain applicants will be 

selected for an interview and must be available in person or via Skype the week of Mar 28-Apr 1. 

Applications and requests for further information should be directed to: 

 
Curtis Jenken 

President  

Huron University College Students’ Council 

Email: info@myhuron.ca  
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