
Executive Position Descriptions 
 

i. The President 
a. Oversee all projects on behalf of HSSA and delegate the resulting tasks and duties 

appropriately to the members of the General Council. 
b. Chair HSSA General Council and Executive Council meetings. 
c. Attend or delegate attendance to all related health or interdisciplinary meetings, if 

applicable, on behalf of HSSA and assume any peripheral obligations that directly 
result. 

d. Ensure that the HSSA Constitution (this document) is updated as necessary in 
coordination with the General Council. 

e. Act as a signing officer for the HSSA account(s), which entails co-signing 
financial transactions with the VP Finance. 

f. Plan and oversee the election process along with the Elections Committee as the 
Elections Supervisor (details outlined in Article V.II and V.III). 

g. Ensure that a Chief Returning Officer is appointed at the beginning of the year in 
order to run elections and by-elections for Executive Council positions.  

h. Ensure that each Interdisciplinary Representative position is filled and represented 
by each respective faculty.  

i. Register HSSA as a student group with the Students’ Union and ensure the 
registration is renewed each Spring/Summer. 

j. Establish and promote HSSA as an interprofessional student association, not only 
on a local level, but on a national level through its connection to the National 
Health Sciences Students’ Association (NaHSSA). 

 
ii. Vice President Academic 

a. Act as a liaison between the HSSA and the Health Sciences Council (HSC). 
b. Cooperate and assist in the efforts of the Health Sciences Council in the 

organization and promotion of academic events. 
c. Promote these academic events to the relevant health faculties, including but not 

limited to: job-shadowing opportunities, case simulations, and speaker series. 
d. Work closely with the VP Finance to administer funds related to HSSA academic 

events. 
e. Plan and organize academic events by delegating and working with the Academic 

Committee in running academic events. 
f. Manage an Academic Committee which will be the official body that plans, 

organizes and implements all academically related events. 
g. Work closely with VP Marketing to promote academic events through posters, 

social media, website posts, and other means of communication to students. 



iii. Vice President Administration 
a. Prepare the agenda prior to the meeting based on updates from the other General 

Council members 
b. Write and distribute the minutes of HSSA general and executive council 

meetings, as well as keep a binder of all HSSA minutes. 
c. Regularly review electronic mail received by HSSA through the hssa@ualberta.ca 

account. 
d. Ensure that announcements from the Students’ Union, faculties, departments, 

student associations or groups, and other pertinent organizations are relayed to the 
general council.  

e. Record working hours and excused and unexcused absences of the General 
Council members 

f. Maintain and update the HSSA website along with the VP Marketing 
g. Act as a liaison between HSSA and ECHA administration along with the 

President 
 
iv. Vice President Finance 

a. Act as a signing officer for the HSSA account(s), which entails co-signing 
financial transactions with one of the Presidents. 

b. Create and maintain an Operating Budget for the fiscal year starting at the end 
of April to the same date of the following year. 

c. Seek sponsorship from external organizations for HSSA to help run events 
d. Apply for grants to fund HSSA run events, including but not limited to grants 

from Student Group Services. 
e. Communicate with the Health Sciences Council in regards to the HSSA Operating 

Budget and the receipt of funding from the Health Sciences Council. 
 

v. Vice President Social 
a. Organize any HSSA social functions events as suggested and agreed upon by the 

General Council, including but not limited to: IP Launch socials, movie nights, 
bar nights (e.g. Lock and Key Party). 

b. Work closely with the VP Finance to administer funds related to HSSA social 
functions. 

c. Assist in the efforts of social events organized by any of the health faculties 
represented in the HSSA. Promote these social events to the relevant health 
faculties. 

d. Manage a Social Committee which will be the official body that plans, organizes 
and implements all socially related events. 

e. Work closely with VP Marketing to promote social events through posters, social 
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media, website posts, and other means of communication to students. 
f. Work closely with InterD reps to schedule events and communicate details about 

social events to their respective faculties. 
 
vi. Vice President Marketing 

a. Market and build awareness of the HSSA. 
b. Update social media avenues at least weekly, including but not limited to 

Facebook and Twitter. 
c. Update blog on website at least every 2 weeks. 
d. Design and print promotional materials for HSSA events, including but not 

limited to posters, tickets, and pamphlets.  
e. Maintain and update the HSSA website along with the VP Administration. 
f. Maintain and update the HSSA calendar located in ECHA. 
g. Manage a Marketing Committee which will be the official body that promotes all 

HSSA events and opportunities. 
 


