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Application Package 
GW Manager 2012-2013 
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Open to all Undergraduate Students in ANY FACULTY 

 (
Manager
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Golden Words is a weekly humour newspaper produced by the Engineering Society of Queen’s University at Kingston. It is the only weekly humour newspaper in Canada. The paper was started in 1967 by a small group of students and was not much more than a newsletter, but through the years it has gradually grown to the only relevant newspaper on campus today! The paper is distributed every Wednesday (or “Wordsday”) morning, 25 times a year, and has a circulation of 9000 copies. The paper comes together on Pressnite™ every Sunday afternoon and into the evening. Golden Words, or GW, maintains an office in Clark Hall. 
Operations Manager
· Handle day-to-day logistics of the paper including: printing, distribution, accounts payable/receivable, providing PressniteTM supplies
· Facilitating weekly Masthead meeting and additional special events (Frosh Week events, monthly staff socials, referendums etc…)
· Hire and oversee IT, Web, Special Events, and Distribution staff.
· Responsible for all communication with staff
Business Manager
· Obtain advertising and sponsorship for paper (in particular: food deals)
· Develop and maintain strong relationships with existing clients; diversity client base
· Work closely with operations manager to handle accounts payable and receivable
· Hire, train, and manage business team
Skills and interests that will be considered an asset for both positions include:
· Strong leadership skills
· Enthusiasm and a positive attitude towards networking
· Demonstrated oral and written communication skills
· Interest in small business management and finances
· Extensive time management and organizational skills
· Ability to develop and implement projects
· Ability to analyze and synthesize information
Reports to:
· Engineering Society Director of Services
· Engineering Society Vice President (Operations)
Work Term
· May 1st, 2012 to April 30th , 2013: Paper transitioned as of March 13th, 2012
Time Commitment and Compensation
· Approximately 15 hours per week
· $ 60/ week
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[image: ]Applications are due Wednesday, February 29th , 2012 at 5:30pm. Please submit them to the EngSoc Mailbox in the Tom Harris Student Lounge in the ILC or to the After Hours Drop box outside the Lounge across from the Tea Room. Additionally, please submit an electronic copy to Andrew Smith, Director of Services at services@engsoc.queensu.ca. 

Your application will be used to determine if an interview will be granted. Interviews will be in the evenings and on the weekend between March 2nd and March 4h. If you have any conflicts during these times please indicate them on your application. If you have any questions about the position, application or interview process, please feel free to contact:
 
· Andrew Smtih, EngSoc Director of Services at services@engsoc.queensu.ca 
· Claire Wunker, EngSoc Vice-President (Operations) at vpops@engsoc.queensu.ca 

Application Requirements: 
Please include the following in your application: 
· Resume 
· Cover Letter 
· Application Form (next page) 
· A Position Proposal including answers to the following questions: 

1. Complete a key action plan and time line for major projects you foresee for the upcoming business year.
2. What are you visions and goals for the Golden Words for 2012-2013 school year? What are you long term goals for Golden Words in the next 5 years?
3. How do you see Golden Words fitting into the Engineering Society? What kind of relationship do you believe they should have and why? 
4. Why are you interested in this position?
5. What are you visions for the following assistant manager portfolios? (Choose only the one(s) to which you are applying).
a. Operations			b. Business 
6. What leadership style do you think is most effective? What experiences have you had that make you a strong leader?
7.  How do you motivate others? Please describe how you would go about motivating a largely volunteer staff?

Golden Manager Application Form (Please fill this section in)

Contact Information:

Name: ____________________________________________________

Student Number: ___________________________________________

Queen’s E-mail: ____________________________________________

Current Year and Faculty: ____________________________________

Kingston Telephone:	 (Primary) ( ____ ) ____ - _______ 		(Secondary) ( ____ ) ____ -_______

Kingston Address: _________________________________________________________________________

Management Position(s) you are applying for (please circle):

	Operations				Business

I give my permission for my name and likeness to be used on the EngSoc Website (please circle):

Yes 				No


I certify all information contained in this application to be correct:

Signature: ___________________________ 			Date: ____________________

Please describe your availability for interview between March 2nd and March 4th:

	Friday, March 2nd 
	Saturday, March 3rd  
	Sunday, March 4th

	



	
	




_____________________________________________________________________________________

For Internal Use Only: (Do Not Fill in the section)

Application received by: _____________________  Date: ___________

Contacted: 		Confirmed: 		Interviewed: 		Hired: 		Yes 	No

Thank you for your interest in Golden Words and the Engineering Society, we will
be in touch soon!r
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