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NCU 2016-17 POSITIONS: 

PLEASE READ ENTIRE DOCUMENT TO SEE ALL AVAILABLE POSITIONS. 

 

Events Director (1 position): 

- Organize all NCU events (social, educational, career-related) which include fundraisers, guest 

speaker nights, field trips, volunteering opportunities, etc.  

 

- Generate ideas for such events as well as contact speakers to invite to events 

 

- Organize meetings with the events committee to discuss tasks to complete pertaining 

specifically to the events team 

 

- Manage the events committee, delegating tasks appropriately among the team and ensuring 

they are completed in a timely manner. Keep in contact and work alongside President and VP  

 

- Organize what needs to be done for each event and delegate tasks among ALL available 

executives to ensure a smooth flow of the event. Provide a to-do task list well in advance to 

entire executive team 

 

- Attend and help execute as many events planned by NCU as possible – including set-up, 

introducing guest speakers, handing out gifts to guest speakers, clean-up, and help to ensuring 

smooth flow of event from beginning to end 

 

Events Team Committee (1 position): 

- Help events director with organizing all NCU events (social, educational, career-related) which 

include fundraisers, guest speaker nights, field trips, volunteering opportunities etc. Help with 

generating ideas for events as well as with contacting speakers to invite to events 

 

- Complete roles and tasks assigned by the Events Director and President in a timely manner, 

attend all-executive meetings 

 

- Attend and help execute as many events planned by NCU as possible – including set-up, 

introducing guest speakers, handing out gifts to guest speakers, clean-up, and help to ensuring 

smooth flow of event from beginning to end 

 

Treasurer (1 position): 

- Track all transactions of the budget account throughout the year to ensure that expense claims 

and fundraising dollars are accounted for 

 

- Work alongside Fundraising Director in seeking sponsorships in the form of food, prizes, and 

guest speaker gifts for 1st year orientation as well as any event during the school year 

 

- Collect receipts and fill out reimbursement form following every event. Teach events 

committee members how to fill our reimbursement forms 
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- Attend all-executive meetings and help execute as many events planned by NCU as possible – 

including set-up, introducing guest speakers, handing out gifts to guest speakers, clean-up, and 

help to ensuring smooth flow of event from beginning to end 

 

Fundraising Director (1 position): 

- Write sponsorship letters and liaise with relevant organizations and companies within the 

community to seek potential gifts for guest speakers, food, and prizes for NCU events 

 

- Manage and provide guidance for executives in sponsorship drive for 1st year orientation 

 

- Organize fundraising initiatives on campus to raise funds for NCU events 

 

- Attend all-executive meetings and help execute as many events planned by NCU as possible – 

including set-up, introducing guest speakers, handing out gifts to guest speakers, clean-up, and 

help to ensuring smooth flow of event from beginning to end 

 

Photographer (1 position): 

- Attend NCU events, take photos, upload to NCU drive, and post on social media 

 

- Assist in promotion of events on social media as needed by Communications Director 

 

- Must have access to and knowledge of how to use camera with the ability to bring camera to 

events 

 

- Attend all-executive meetings and help execute as many events planned by NCU as possible – 

including set-up, introducing guest speakers, handing out gifts to guest speakers, clean-up, and 

help to ensuring smooth flow of event from beginning to end 

 

2nd Year Communications Representative (1 position): 

- Must be a student entering into their second year of the Nutrition and Food program, preferably 

enrolled in at least 1 core nutrition class/semester for that cohort 

 

- Must be comfortable with making classroom announcements as well as social media 

announcements in respective Facebook groups about upcoming NCU events and opportunities  

 

- Must be familiar with using at least one these social media sites – Facebook, Twitter, and 

Instagram  

 

- Complete roles and tasks assigned by the Communications Director and President in a timely  

manner such as creating, writing, editing blog posts and event posters, managing NCU’s website  

 

- Attend all-executive meetings and help execute as many events planned by NCU as possible – 

including set-up, introducing guest speakers, handing out gifts to guest speakers, clean-up, and 

help to ensuring smooth flow of event from beginning to end 
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4th Year Communications Representative (1 position): 

- Must be a student entering into their fourth year of the Nutrition and Food program, preferably 

enrolled in at least 1 core nutrition class/semester for that cohort 

 

- Must be comfortable with making classroom announcements as well as social media 

announcements in respective Facebook groups about upcoming NCU events and opportunities  

 

- Must be familiar with using at least one of these social media sites – Facebook, Twitter, and 

Instagram  

 

- Complete roles and tasks assigned by the Communications Director and President in a timely  

manner such as creating, writing, editing blog posts and event posters, managing NCU’s website  

 

- Attend all-executive meetings and help execute as many events planned by NCU as possible – 

including set-up, introducing guest speakers, handing out gifts to guest speakers, clean-up, and 

help to ensuring smooth flow of event from beginning to end 

 
 

 


