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Position Title:	Governance Assistant
Department:	Student Services
Position Status: 	Active
Employment Type:	Part-time (up to 10 hours per week)
Employment Term: 	May 2025 – April 2026

POSITION SUMMARY 

The Governance Assistant is responsible for supporting Students’ Legislative Council (SLC) meetings and processes. The Governance Assistant attends SLC meetings to take minutes and plays a variety of other key support roles related to the Students’ Union’s governance. They may also fill in for the SLC Speaker to chair an SLC meeting as needed or assist the Policy Analyst with various governance needs.

The Governance Assistant is primarily an internally facing role and interacts regularly with the Policy Analyst; the Coordinator, Administrative Services; the SLC Speaker; and SU elected officials, including the SU Executives and Faculty Representatives.

REPORTS TO: Policy Analyst

COMMITMENT: The Governance Assistant must be available to attend all SLC meetings, which are held on Tuesdays at 5:30 PM, or as scheduled. SLC typically meets weekly during the Fall and Winter terms (September – April) and bi-weekly during the Spring and Summer terms (May – August). SLC meetings typically run for less than two hours but rarely may be as long as four hours. The meeting schedule is subject to cancellations or changes, though advanced notice is provided. SLC meetings are not held during exam periods, term breaks, or on statutory holidays.

[bookmark: _Hlk125361374]HOURS: The Governance Assistant works a maximum of 10 hours per week, which includes attending SLC meetings and some hours working in the Students’ Union office, located in MacEwan Student Centre on the main UCalgary campus. Availability on Tuesday evenings (5:00 – 9:00 PM) is required. Availability on Mondays and Wednesdays during business hours (8:30 AM – 4:30 PM) is preferred (with flexibility to work around course schedules).

TRAINING: The Governance Assistant will receive a minimum of 10 hours of initial training during the Spring term under the supervision of the Policy Analyst. The Governance Assistant will also get regular supervision from the Policy Analyst during their employment term. A mandatory Student Staff Orientation will also take place in late August.

KEY RESPONSIBILITIES: The Governance Assistant is responsible for assisting with audio-visual needs for SLC meetings, tracking attendance, recording vote results, and keeping an objective record of topics of discussion to prepare the meeting minutes, in accordance with established formatting and content guidelines.

Additionally, the Governance Assistant works with the Policy Analyst and Coordinator, Administrative Services to prepare and facilitate meeting materials (e.g., speaking notes, reports, presentations, briefing notes, etc.) for the Students’ Legislative Council, and its committees, as needed. The Governance Assistant may be assigned other administrative duties related to Students’ Union policy and governance, as needed.

In the absence of the SLC Speaker, the Governance Assistant may fill in for them to chair an SLC meeting (i.e., facilitate discussion and enforce meeting rules/procedures), or assist an SU Executive in chairing a meeting, or may carry out other applicable duties of the Speaker.

REQUIRED SKILLS, ATTRIBUTES AND EXPERIENCE

· A current full-time or part-time undergraduate student at the University of Calgary.
· Availability on Tuesday evenings, 5:00 – 9:00 PM, for regular Students’ Legislative Council meetings.
· Have an interest in organizational policy or corporate (non-profit) governance and meeting procedures.
· Be reliable and organized in meeting preparation.
· Strong professional writing skills and ability to quickly summarize information, with superior attention to detail.
· Punctuality and reliability, with ability to manage time and deadlines.
· Ability to establish respectful and professional working relationships with full- and part-time staff and Elected Officials.
· Have access to reliable internet connection, microphone, and webcam, in the event of SLC meetings being held virtually.
· Prior intermediate experience with Microsoft Office, particularly Microsoft Word and Outlook, and Zoom Videoconferencing is a strong asset, but not required.
· Experience with meeting/parliamentary procedure such as Robert’s Rules of Order, Newly Revised (12th ed.) is a strong asset, but not required.
· Prior public speaking (i.e., in medium/large formal meeting settings) experience an asset, but not required.

BENEFITS

· Gain experience working within a professional setting.
· Develop corporate secretarial skills and expertise in servicing not-for-profit organizations.
· Work with students, volunteers, and staff from across the Students’ Union.
· Contribute to student engagement and student life at UCalgary.

The successful candidate may be able to re-apply for this or a similar position provided they are enrolled in undergraduate studies.
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