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*Responsibilities of all executives: attend mandatory meetings every two weeks with the executive team and attend all events. Missing three or more executive meetings and events will result in termination. If you are organizing the event, you must send an e-mail to the Webmaster to update the website, as well as e-mail the Secretary to update Facebook, Twitter, and BearsDen. You must also forward your event description to the Secretary for distribution to the members via the mailing list. The event summary/blueprint needs to be submitted to the President/Co-Presidents within 2 weeks after the event.

President or Co-Presidents:
-Must have served on the PMSA Executive Team for a minimum of one year.
-Must be a medical student(s).
-Schedules/facilitates executive meetings.
-Liaises with the Faculty of Medicine & Dentistry, medical students, and doctors in planning events.
-Oversees all events and helps coordinate them.
-Responsible for working with the Vice President Internal regarding conflict resolution between PMSA executives, and makes sure executives are fulfilling their roles.
-Responsible for serving as next year’s Past President(s).
-Finds opportunities for physician shadowing for PMSA members.

Past President(s):
-Guides new PMSA executives.
-Sits as an advisor only.
-Not responsible for attending executive meetings and events, and is not involved in the day-to-day operations of PMSA.

Vice President Internal:
-Coordinates with the PR Team for Clubs Fair (must apply for Clubs Fair spots in the summer—June or early July).
-Organizes the Introduction Seminar (introduces all of the executive and events planned for the year).
-Organizes the Research Seminar (Summer research, MD/PhD/STIR Program, importance of research, how to get involved, funding, what research is like, and lab tours if desired), as well as forwards information regarding research opportunities to PMSA members.
-Coordinates with the Vice President External on Small Group Sessions (History Taking Workshop and Suturing Workshop).
-Coordinates with the President/Co-Presidents to ensure that members of the executive team are working together as a team and resolves issues between executive members.
-Makes sure that all executives are contributing to the committee and works with the President/Co-Presidents to make decisions regarding any executives who are not fulfilling their roles.

Vice President External:
-Organizes Small Group Sessions (History Taking Workshop and Suturing Workshop).
-Organizes the Life as a Doctor Seminar.
-Acts as a liaison between PMSA and international medical schools, specifically in Australia and the Caribbean, and other international medical schools (e.g. in Europe). *Consider establishing contact with American Medical School Representatives.
-Organizes the International Medical Schools Seminar.
-Acts as a liaison between PMSA and the U of A Faculty of Science.

Vice President of Finance:
-Finds grants for PMSA from Student Group Services in both Fall and Winter semesters.
-Provides a yearly budget and balance sheet in September.
-Signs new members (at Clubs Fair and all events), and keeps a record of membership with the Secretary. Also ensures that members have purchased membership prior to admitting them to events and if possible, keeps track of number of members attending each event.
-Makes purchases (e.g. food for each event), and provides funds/reimbursements to PMSA executives for costs incurred in planning their events.
-Manages the PMSA bank account (deposits and withdraws funds) and cashbox.
-Keeps track of PMSA’s expenses and revenue, and keeps executives informed of the bank account balance on a monthly basis.
- Designated PMSA representative to COSSA and must attend COSSA meetings

Vice President of Community Engagement 
-Responsible for coordinating projects that engage the members of PMSA and build non-academic characteristics in PMSA members. 
- Responsible for recruiting general members from the PMSA to help with the Committee of Community Engagement
- Responsible to run meetings for the Committee of Community Engagement
- the Committee of Community Engagement will meet regularly to plan and administer the new community engagement project
- Committee will plan and develop new project that is to serve the greater U of A campus and Edmonton community in an area of healthcare that is currently underrepresented
- Form a liaison between PMSA and other leaders of current projects
- Responsible for fostering a greater sense of community between PMSA members and PMSA executives

Secretary:
-Fills out the SGS club application during the summer (May/June), and makes arrangements for locker space for the year for storage of PMSA materials.
-Maintains the membership database (coordinates with the Vice President of Finance regarding this).
-Passes on Students’ Union information and opportunities to PMSA members.
-Forwards other relevant information (e.g. from MCAT Prep Companies) to PMSA members.
-Takes minutes at executive meetings.
-Keeps track of monthly volunteer hour logs submitted by PMSA executives.
-Sends e-mails about upcoming events to the members of PMSA in a consolidated bimonthly newsletter. Note: It is not their responsibility to write the e-mails, just to forward them to the mailing list and to make sure the executive organizing the event has written them.
-Organizes the Local & International Volunteering Seminar.
-Find additional volunteer opportunities (in both Edmonton and the U of A) and send it to the members (volunteer e-mails – at least once a month highlighting a volunteer opportunity).
-Updates and maintains the PMSA group page on BearsDen.
-Updates and maintains the PMSA Facebook Group and Twitter Account.
-Consider making a biyearly newsletter.
-Works with the PR Team and all executives to advertise various opportunities and PMSA events.
-Evaluate current communication strategies (e.g. Facebook group vs. Facebook page).
 
Director of Fundraising:
-Organizes fundraising/awareness events (with the PR Team).  Minimum of one fundraiser per semester or one major fundraising event for the year.  Proceeds will be used to fund club events with any excess donated to a charitable organization.
-If time and club funding permits, attempt to have one of the fundraisers dedicated solely to a charity. Charitable fundraiser does not necessarily have to raise money; it could raise awareness instead.
-In-class announcements directed towards fundraising efforts.
-Assists the PR Team with member recruitment.

MCAT Director:
-Organizes the MCAT Seminar.
-Organizes sponsorship arrangements with MCAT Prep Companies (food for events, discount MCAT Prep courses, raffles for a free course/free materials—for PMSA members).
-Organizes the Flying Doctors of Canada Seminar.

Public Relations (PR) Team:
[One Manager will be elected by the outgoing executive team and will manage three or four PR Team Members (number of PR Team Members is subject to change)].
[bookmark: _GoBack]
*Must be comfortable speaking to large audiences.
-Works closely with all executives to promote events, primarily via in-class announcements and other methods of advertising.
-Actively involved in member recruitment throughout the year (especially in the beginning of the Fall term through classroom announcements).
-Organizes Clubs Fair with the Vice President Internal (create posters and pamphlets about PMSA, as well as membership cards).
-Organizes the U of A Faculty of Medicine Admissions Seminar.
-Works with the Director of Fundraising to organize fundraising/awareness events.
-Organizes 2 social events per year, with 1 per semester.
-Organizes a year-end social event for the outgoing and incoming executive teams.
-Consider starting a PMSA Intramurals Sports Team.
-Look into promoting our group and events through advertisements from the following:
1) Interdepartmental Science Students’ Society (ISSS) Newsletters.
2) The Gateway.
3) Classroom announcements.
4) CCIS TV or SU TV.
5) Campus-wide posters.
6) Brochures/pamphlets
7) Other means of advertisement.
-Takes pictures at events.
-Responsible for the storage of PMSA promotional materials, such as the banners, pamphlets about our club, etc.

Webmaster:
-Updates and maintains the PMSA webpage (no previous experience required).

**Disclaimer: Executive responsibilities are subject to change at any time of the year at the discretion of the President/Co-Presidents, and may include additional responsibilities not listed in this document. Please think carefully prior to submitting your application to become an executive for the upcoming academic year.

