	
	
	



[bookmark: _Hlk2635768]MOTION FOR FINANCIAL RESOURCE OFFICER
Whereas: We are not in commerce and tax season is coming up;            
& whereas: We would all like to learn a bit more about finance 
BE IT RESOLVED THAT: The Engineering Society approves the creation of the Financial Resource Officer role, and the corresponding changes to Engineering Society Policy, as outlines in Appendices A and D.
 
Moved by: Liam “Glucose” Cregg 
Seconded by: Jinho “Guardian” Lee


MOTION FOR FINANCIAL SERVICE OFFICER
Whereas: The service managers need to be held accountable financially           
& whereas: Services need stronger finance training and monitoring         
BE IT RESOLVED THAT: The Engineering Society approves the implementation of the Financial Service Officer role, and the corresponding changes to the Engineering Society Policy, as outlined in Appendix B and G.
 
Moved by: Sarah “Fructose” Hatherly 
Seconded by: Jinho “Father” Lee
MOTION FOR HUMAN RESOURCES SERVICE OFFICER
Whereas: There are five services and only one director of services
& whereas: The services need a stronger resource for feedback and constructive criticism         
 
BE IT RESOLVED THAT:  The engineering society approves the implementation of the Human Resources Service Officer role, and the corresponding changes, as outlined in Appendix C and G.
 
Moved by: Sarah “Maltose” Hatherly 
Seconded by: Jinho “Mother” Lee

MOTION FOR IT EDUCATOR
Whereas: The IT Outreach Coordinator and IT Mentor positions need a similar skillset;      
& whereas: The roles could be combined to be more productive and efficient
 
BE IT RESOLVED THAT: The Engineering Society approves the creation of the IT Educator which will combine the roles of the IT Outreach Coordinator and the IT Mentor, and the corresponding changes to policy, as seen in Appendix E and F.
Moved by: Andrew “Dextrose” Farley 
Seconded by: Jinho “Daddy” Lee


[bookmark: _Hlk2635791]APPENDIX – A – Financial Resource Officer Job Posting 
The Financial Resource Officer will work with the Director of Finance and the other members of the Finance Team to create financial resources for engineering students, and to organize the logistics of delivering these resources. These resources may include:
· Workshops
· Tutorials
· Online and/or video guides
· Any other resources that will be helpful for increasing financial competency in engineering
The FRO can also contact professionals in the financial field for assistance in development or delivery of workshops, andworkshops and should work to establish and improve these relationships for use in future years. 
Qualities and qualifications that will be helpful for candidates include:
· Passionate and eager to learn about finance and education
· Strong communicator
· Organized and detail-oriented
· Previous experience with finances is an asset but certainly not necessary; desire to learn about financial literacy is the most important quality
If you have any questions or concerns, feel free to reach out to the Incoming Director of Finance, Liam Cregg, at finance.incoming@engsoc.queensu.ca.


APPENDIX – B – Financial Service Officer Job Posting
Job Description
The Financial Service Officer will assist the Director of Services and will be responsible for the review of finances with each service. They will review budgets and work with business managers to ensure their service is on track. The financial service officer will act as a resource for all service managers and provide opportunities for interservice collaboration. They will also work with the Director of Services on the structuring of the Capital Fund, and work with service managers to review Capital Fund proposals.
Job Responsibilities
· Assist Director of Services
· Act as a resource for all service managers
· Gather financial related questions and bring them to the attention of DoS
· Review budgets and actuals to ensure each service is on track and not going overbudget
· Check in with assistant managers (specifically business) to make sure they’re track
· Be third person in contact if Director of Services is unavailable 
· 
Key Attributes/ Skills for the Role
· Organization and time management skills 
· Keen interest in business and finance 
· Being able to act as a support/resource for all services
· Being able to work independently and as part of a team
· Strong communication skills
Time commitment and wages
The financial service officer is expected to spend 3-5 hours per week in their position. The position is volunteer-based. 
If you have any questions or concerns, feel free to reach out to the incoming Director of Services, Sarah Hatherly at services.incoming@engsoc.queensu.ca

APPENDIX – C – Human Resources Service Officer Job Posting
Job Description
The HR service officer will assist the Director of Services and will be responsible for ensuring positive business relationships between services managers and their staff. They will create feedback forms personalized to each service, and ensure they are implemented in a timely manner. The HR service officer must ensure positive relations between all staff and the surrounding student community. 
Job Responsibilities
· Assist Director of Services
· Act as a resource for all service managers
· Manage service feedback 
· Be the second person in contact if Director of Services is unavailable
· Bring any HR issues or complaints to DoS and Director of HR
· Review Strategic Plans with each Service to ensure they are on the right path
· Assist in interservice collaborative work
· Check in with assistant managers for interservice collaborations and events.
Key Attributes/ Skills for the Role
· Organization and time management skills 
· Keen interest in HR work
· Being able to act as a support/resource for all services
· Being able to work independently and as part of a team
· Strong communication skills
Time commitment and wages
The HR service officer is expected to spend 3-5 hours per week in their position. The position is volunteer-based. 
If you have any questions or concerns, feel free to reach out to the incoming Director of Services, Sarah Hatherly at services.incoming@engsoc.queensu.ca

APPENDIX – D – Changes in Director Policy Due to addition of financial resource officer 
· Section B.C.7.b -> “To oversee and manage the Financial Officers(s) and Financial Resource Officer”

[bookmark: _Toc361133987]C.7 Director of Finance 
(Ref. By-Law 8.B.8)
C.7.1 The Director of Finance shall be responsible for the short-term financial operations of the Society as outlined in Policy θ the Policy Manual.
`  C. 7.2 The specific duties of the Director of Finance are as follows:
a. To ensure that the finances of the Society are correctly set up and maintained throughout the year in Simply Accounting. 
b. To oversee and manage the Financial Officer(s) and Financial Resource Officers.
c. To present for approval to the EngSoc council the EngSoc Operating Annual Budget in consultation with the Vice-President (Operations)
d. To update the EngSoc budget as often as possible and to provide summary sheets to the Vice-President (Operations) when requested.
e. To keep track of bank location, signing authority, and account information for all groups within the Engineering Society, even if they do not bank with EngSoc.
f. To reconcile bank statements and ensure that all bills are paid on time.
i. This includes reviewing and verifying all transactions on each financial statement with Queen's Financial Services.
g. To approve cheque requisition forms submitted by those groups within the Bank of EngSoc as outlined in section θ.B of the Policy Manual.
i. After the form has been approved, the cheque is then to be written and left in the appropriate area for the President and Vice-President (Operations) to sign.
h. To deposit the funds of the Society in the bank on a regular basis as outlined in θ of the Policy Manual.
i. All funds deposited in the EngSoc safe will be recorded in a safe log that is filled out by the Director of Finance. All log entries must be signed by the Vice-President (Operations).
i. To provide invoices to the services each month and ensure that all payments are made on time.
i. The Vice-President (Operations) will be informed of any late payment and how many days it is late.
j. To process all salary requisitions for any work-study employees of the Engineering Society during the year.
k. To fill out HST remittance forms as required.
l. To order office supplies as needed for the ILC EngSoc Offices, the photocopier, and the fax machine.
m. Submit a transition report that the end of their term.
C.7.3 To communicate a minimum of once a week with the Vice-President (Operations).

· Section y.A.2 -> add .vii “Financial Resource Officer”

Appointment Types
0. Executive term appointments are done as the first substantial action by a new Council and its Executive. Appointments are to be performed according to the Engineering Society hiring policy, as seen in Section B: Hiring Policy. The positions covered include:
a. The fourteen (14) Directors as seen in By-Law 8.A.1
b. The Following Officers:
i. Chief Returning Officer
ii. Deputy Returning Officer(s)
iii. Financial Officer(s)
iv. Financial Resource Officer(s)
v. Feedback Officer(s)
vi. Recruitment Officer
vii. Training Officer

APPENDIX – E – IT Educator Position
A.4  IT Educator
A.4.1 The IT Educator position will combine the responsibilities of the IT Mentor and IT Outreach Coordinator and shall be hired at the discretion of the Director of Information Technology. 
A.4.2 IT Educators will report directly to the Director of Information Technology and meet with them on a weekly basis. 
A.4.3 IT Educators shall be responsible for: 
a.   Planning outreach events with the Director of IT for members of the Engineering Society such as: 
i. Coding workshops 
ii. Technology focused resume reviews 
iii. Coding competitions 
b. Being a resource and support for both the ESSDev and the IT Operations teams. 
c. Helping run the ESSDev or IT Operations teams should both the manager of the specific team and the Director of Information Technology be unavailable. 
A.4.4 The number of IT Educators hired should be no more than two to prevent redundancy.  

A.1 
A.1.1 
A.1.2 
a. 
b. 
c. 
A.1.3 
A.1.4 
A.1.5 
A.2 
A.2.1 
A.2.2 
a. 


APPENDIX – F – Changes in Director Policy Due to addition of IT Educator
C.8 Director of Information Technology
(Ref. By-Law 8.B.3)
A.1.1 The Director of Information Technology should have experience with IT in an enterprise environment.
A.1.2 The Director of Information Technology shall represent the IT team to the Vice President (Operations) and the Engineering Society Executive.
A.1.3 The Director of Information Technology shall be responsible for:
a. Supervising the IT team.
b. Supervising the IT Outreach Coordinator. 
c. Supervising the IT MentorIT Educator.
d. Managing the Engineering Society's cloud architecture to provide web, e-mail and file storage services.
e. Performing the budgetary planning for the IT department.
f. Maintaining the Engineering Society's workstations for use by the Engineering Society's Executive, Directors and Officers.
g. Protecting the integrity and security of EngSoc's data, through appropriate archival and security policies.
h. Working with the Engineering Society's services, clubs, groups and design teams to ensure effective and efficient use of shared and private IT resources.
i. Keeping a full inventory of the Society's physical IT assets, including purchase dates and warranty information.
j. Compiling and maintaining complete documentation for all aspects of the Society's IT infrastructure.
k. Providing training and documentation for all users of Engineering Society computer equipment.
l. Coordinating projects among the IT team.
m. Delegating work to the appropriate positions of the IT team.
n. Submit a transition report that the end of their term.
A.1.4  The Director of Information Technology shall be the Chair of the hiring panel responsible for hiring the ESSDev Manager, the IT Operations Manager, and the IT Outreach CoordinatorEducator.


APPENDIX – G– Changes in Director Policy Due to addition of Human Resources  Service Officer and Finance Service Officer

[bookmark: _Toc361133986]C.9 Director of Services
(Ref. By-Law 8.B.7)
A.1.2 The Director of Services shall be responsible for overseeing the management and operations of the services and officers of the Engineering Society as outlined in section η.D of the Policy Manual.  This list includes:
a. Campus Equipment Outfitters (CEO)
b. Science Quest
c. Golden Words
d. Clark Hall Pub
e. The Tea Room
f. Human Resources Service Officer
g. Finance Service Officer

0. Executive term appointments are done as the first substantial action by a new Council and its Executive. Appointments are to be performed according to the Engineering Society hiring policy, as seen in Section B: Hiring Policy. The positions covered include:
a. The fourteen (14) Directors as seen in By-Law 8.A.1
b. The Following Officers:
i. Chief Returning Officer
ii. Deputy Returning Officer(s)
iii. Financial Officer(s)
iv. Financial Resource Officer(s)
v. Financial Service Officer
vi. Human Resources Service Officer
vii. Feedback Officer(s)
viii. Recruitment Officer
ix. Training Officer

APPENDIX – H- Finance Service Officer Position
A.1 Finance Service Officer
A.1.1 The Finance Service Officer position will be responsible for understanding the finances and budget related specifically to CEO, Golden Words, Clark Hall Pub, The Tea Room, and Science Quest. They shall be hired at the discretion of the Director of Services.
A.1.2 The Finance Service Officer position will report directly to the Director of Services and meet with them on a bi-weekly basis at minimum. 

A.1.3 The Financial Service Officer shall be responsible for:

a. Assisting Director of Services in finance related duties
b. Acting as a resource for all service managers
c. Gathering financial related questions and bringing them to the attention of the Director of Services
d. Reviewing budgets and actuals to ensure each service is on track and not going overbudget
e. Checking in with assistant managers (specifically business managers) to make sure they are track
f. Being third person in contact if Director of Services is unavailable 


APPENDIX – G- Human Resources Service Officer Position
A.1 Human Resources Service Officer
A.1.1 The Human Resources Service Officer position will be responsible for ensuring positive business relationships between services managers and their staff through gathering feedback within specifically CEO, Golden Words, Clark Hall Pub, The Tea Room, and Science Quest. They shall be hired at the discretion of the Director of Services.

A.1.2 The Human Resources Service Officer position will report directly to the Director of Services and meet with them on a bi-weekly basis at minimum. 

A.1.4 The Human Resources Service Officer shall be responsible for:
a. Assisting Director of Services in HR related duties
b. Acting as a resource for all service managers
c. Managing service feedback 
d. Be the second person in contact if Director of Services is unavailable
e. Bringing any HR issues or complaints to Director of Services and Director of HR
f. [bookmark: _GoBack]Reviewing Strategic Plans with each Service to ensure they are on the right path
g. Assisting in interservice collaborative work
h. Checking in with assistant managers for interservice collaborations and events.

	
	
	



