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GENERAL ROLES  

Executive 

The Executive are responsible for running the Society, including maintaining its financial 

position and operations as a charity. You will operate both as a Director of a Company, and 

as a Responsible Member of a charity. These roles have legal obligations and duties. The 

Executive work as a team to consider the decisions affecting the Society, as well as working 

together to coordinate the calendar and budgets. 

Each Director is also responsible for their own portfolio. Ensuring that each portfolio is 

functioning appropriately and that officers are supported is a key requirement.  

The time commitment is more immense than that of an officer; most Directors state that it is 

consistent work and that it feels like a part time job. Directors will need to be available for a 

large amount of time during their term. This also includes monitoring and responding to 

emails regularly. Checking twice daily and acting upon emails in a timely manner is 

important. JD Directors may also be required to fulfil office hours, where they will be required 

to attend campus.  

In summer, the Executive meet to plan the calendar and determine the yearly budget. This 

typically occurs in October or November. This can often be split between two meetings, 

which are very extensive and can go for up to 5 hours. Holding regular executive meetings 

throughout the year is also important, and these generally take up to 3 hours.  

As with Officers, Directors will be required to attend the Induction Day in September. 

Directors will also be required to attend all compulsory events, these generally include 

competition grand finals. 
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Committee Members (Officers) 

Officers are a core part of the Society and are integral to its continued success. JD Officers 

may be required to complete office hours, as determined by the JD Executive. This involves 

being present at the office and selling memberships, tickets and answering general 

enquiries. 

These will be taught during Officers’ hours and at the Induction Day held in October. Regular 

committee meetings are held during the year, that are an hour in length, and you will be 

required to attend. 

Officers work within their portfolio and assist their team with tasks relevant to their role. 

Officers should typically check their emails daily as they may receive emails from people 

external to the Society such as organisations and firms; these need to be attended to in a 

timely manner.  

Furthermore, Officers will be required to attend all compulsory events, that are decided by 

the Executive in October. These are generally all competition grand finals and orientation 

days. Failure to attend these events without making formal apologies can lead to disciplinary 

action from the Director of Administration (JD), Secretary/Director (Administration) and/or the 

President. 
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Juris Doctor (Administration) 

Director of JD (Administration) 

The Director of JD is responsible for overseeing the entire JD LSS Portfolio and managing 

the JD LSS’ relationship with Faculty Members at the Monash University Law Chambers and 

other relevant Faculty Members. In this important leadership role, the Director will act as 

Executive JD Committee member, hold voting responsibility and undertake strategic 

planning.  

The role requires ongoing communications with the other JD Directors. The Director will be 

required to have a broad understanding of the activities of each portfolio and to assist with 

any issues they are facing. The Director will work closely with the LSS President and 

Secretary to keep them informed on the status of the JD LSS. They will also be responsible 

for organising the involvement of the LSS at each Orientation Day and for maintaining 

procedures regarding the JD LSS Office.  

In addition to working with all committee members and directors the JD Director is 

responsible for the Marketing Officer and the Sponsorship Officer.  

Key Aspects of the Role  

1. Management 

o Working with the Director of each portfolio to support the operation of each 

portfolio.  

o Updating the President on matters concerning the JD  

o Coordinating with the Secretary for full committee meetings involving both JD 

and LLB. 

2. Administrative  

o Managing the JD LSS Office 

o Liaising with Monash University Law Chambers Staff regarding the 

organisation of Orientation Days and the general procedure for room 

bookings. 

o Organising a stall for membership sales at each Orientation Day. 

o Ensuring that enquiries from staff, students and other committee members 

are resolved in a timely and welcoming manner. 
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3. Advocacy 

o Representing the interests of JD Members and liaising with the Faculty to 

advocate in the interests of JD students. 

Summary of Time Commitment  

• The JD Director Position requires a large time commitment. The successful 

candidate should be available on a daily basis and should, where possible, be 

available on campus at least two days per week. 

• Director of Administration (JD) should lead by example and attend as many events 

as possible.  

Key Events and Initiatives 

1. Orientation Day 

o Orientation Day is the largest membership sales day of the Trimester. The 

LSS must be ready to sell memberships quickly and efficiently, whilst 

establishing a strong ‘first impression’ with new students. The JD Director will 

typically make a speech during their orientation day presentation.  

2. Improving the use of the JD LSS Office 

  



 Monash University Law Students’ Society Inc JD Position Descriptions 6 

Marketing Officer (JD) 

The Marketing Officer works with the Director of Administration (JD) in order to manage 

communications regarding JD events and programs and the Monash JD LSS Facebook 

Page.  

Key Aspects of the Role  

1. Communication  

o Managing the JD LSS Facebook Page, including general posts, sponsorship 

posts, the creation of events and accompanying copy and design. 

o Authoring the JD LSS Emails and Managing the JD LSS contact list. 

2. Answering Questions 

o The Marketing Officer will be required to respond to queries concerning all 

aspects of the JD Portfolio and will need an understanding of activities and 

operations. 

3. Organisational Skills  

o The Marketing Officer must be able to coordinate multiple communication 

channels each week. This requires strong attention to detail and 

organisational skills. 

Summary of Time Commitment  

Communications 

o This includes responding to messages and inquiries at any time of the day on the 

Facebook page as well as coordinating and managing the JD LSS Email: 

approximately 2–5 hours per week. 

Events 

o Creating events and planning the communication schedule: approximately 1–2 hours 

per week. 

Key Events and Initiatives  

o Managing the JD LSS Email 

o Supporting the improved use of the JD LSS Office 

o Developing and implementing a marketing plan for all communications 
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Sponsorship Officer 

Sponsorship Officers are incredibly important roles within the LSS, as you are essentially the 

link between the LSS and the law firms. The Sponsorship Officers must attempt to secure as 

much money as possible from the firms and with more and more LSS’s cropping up each 

year this is no easy task! You must have a comprehensive knowledge of all of the events run 

by the LSS (both LLB and JD) as well as an understanding of what particular firms may be 

interested in sponsoring. 

There will be two Sponsorship Officers in 2020, one from LLB and one from JD, who will 

both report to the Treasurer and President. It is crucial that you work as a team to bring in 

the most Sponsorship for the LSS as you can.  

Key Aspects of the Role  

1. Communication  

o Email/phone communication with law firm HR 

o Face to face meetings with HR 

o Negotiation 

o Communication with LSS committee to ensure they are aware of sponsorship 

arrangements 

o Working together (attending meetings together and separately) 

 

2. Organisation  

o Creating/updating the prospectus (can do this on PPT or Word) 

Putting together sponsorship packages (working out discounts requires knowledge of 

previous years arrangements) 

o Keeping on top of which firms you have met with, confirmed, invoiced, received 

payment for, introduced committee members to etc. 

 

3. Knowledge of the LSS/legal industry  

o A thorough understanding of how the Monash LSS operates, including all key events 

and likely dates, the types of students that attend 
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o Knowledge of the differences between law firms and the types of events they are 

likely to be interested in  

Summary of time commitment  

You will be able to largely use all of the emails/documents from 2019 and edit them 
accordingly. This will save you a large amount of time.  

Post-Changeover 

o Organise a meeting together to discuss your approach for the year, and begin work 

on the Prospectus 

o Liaise with each of the Directors regarding their events and what they would like 

sponsored.  

October – December 

o Make contact with the firm representatives, send them a digital copy of the 

prospectus and organise a time to meet up with them  

January – February 

o Attend 30 minute – 1 hour long meetings with 20-30 law firms  

Before Semester One 

o Put together packages for each firm (base it off last years and what they want this 

year) and include some discounts. Organise the LSS Treasurer to write up invoices. 

o Send invoices to firms along with introductions to committee  

Early Semester one 

o Constant communication with committee to ensure everyone understands their 

sponsorship obligations  

Throughout the year 

o Monitor email for new sponsorship enquiries, pass firm requests to appropriate 

people, attend LSS events  
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Key Events and Initiatives 

1. The Prospectus  

You will need to design the prospectus, a document containing a comprehensive overview of 

all LSS events. While this can largely be copied from previous years, it will require yearly 

updating and refreshing. You will also need to organise a few copies to be printed off to take 

to firm meetings.  

2. Communication & Teamwork  

You will always be working with someone as part of your role within the LSS. With that being 

said, it is important you work well with lots of different people. Throughout the Sponsorship 

period, you will both work with the President and Treasurer, and it is important this is done 

with respect and professionalism.  

3. Meetings  

Initial firm contact/ sending out of prospectus/ booking in meeting times Meetings with HR 

Putting together sponsorship packages and confirming these with HR  

 

4. Invoices and introduction 

Organising invoices to be made up for each firm and sending these out with committee 

introductions 

Communicating sponsorship arrangements to committee members  

5. Ongoing supervision of sponsorship arrangements  

You should attend events such as the Clerkship Guides launch and other important events  
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Juris Doctor (Activities) 

Director of Activities (JD) 

As the JD Director of Activities, your main function is to ensure that the student experience is 

optimized through the planning and organizing of different events throughout the year, that 

are inclusive of all students, given the diversity of our postgraduate student body.  

You are directly responsible for the two Functions Officers, and the Peer Mentor Coordinator 

(JD), and must work very closely together to create successful events that build excitement 

and anticipation, and ultimately allow JD students to create and foster friendships outside of 

the academic environment.  

You must also work closely with the Marketing Officer (JD) to ensure your events are 

correctly publicized.  

Key Aspects of the Role  

As the Director of the most socially oriented portfolio, you must have excellent 

communication skills as you will need to make students feel welcome at events and 

encourage them to attend. This is especially important with new students who may not have 

yet made friends.  

You should work closely with the Functions Officers & PMC to create successful events and 

liaise with the Marketing Officer to ensure they are strongly promoted. The amount of 

attendance at events is a key performance indicator and you should monitor this regularly to 

ensure your events are well received and attractive to the student body.  

If any problems at events occur you are responsible for resolving them and you have to 

undertake the Incident Management training through Clubs & Societies Monash. First Aid 

Certificates and an RSA are extremely beneficial. You will be responsible for any incident 

reports and ensuring the proper reporting standards and protocols set out by Clubs & 

Societies Monash are adhered to.  

Summary of time commitment 

o The role is the busiest at the beginning of your term. This is because you will need to 

set yourself up well for the year by organising events and budgets well in advance. 
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End of Year drinks are your first event, and thankfully one of the easier events to 

organise. You will need to begin organising this as soon as your term in the role 

begins.  

o You will need to work over the summer to ensure that Welcome Drinks are organised 

and that everything is planned for Orientation BBQ held in early January. Holding a 

BBQ at Flagstaff gardens requires a council permit, and council closes for a period 

over summer, so file the forms before December. Remember you will need to contact 

C&S regarding this event.  

o Trimester One is the busiest trimester. You will need to form a prospectus that 

outlines your general plan and a budget for all events for the entire year. This takes a 

lot of time and you will need to have multiple face to face meetings with the 

Functions Team and PMC.  

o In Trimester One you will also need to plan both the Trimester One Main event (JD 

Summer Garden Party) as well as the Trimester Two Winter Cocktail Night. Both 

events require immense planning and organisation. Venues book out quickly so book 

them early.  

o Assist Student Experience Officer in organising Peer Mentoring for the trimester (also 

a shared welcome drinks event) 

Key Events and Initiatives 

1. Welcome Drinks 

Held at the beginning of every Trimester to welcome new students to the JD. This event 

provides an opportunity for new students to meet current students and Peer Mentors and 

is organised in conjunction with the Peer mentoring officer.  

2. T1 Main Event (Summer Garden Party) 

This is the main event of each trimester. In T1 a summer garden party should be held in 

Flagstaff Gardens, comprising of a marquee, DJ, bar and food truck.  

3. T2 Main Event (JD Winter Cocktail Night) 

T2 of every year a Winter Cocktail Night is held, this typically sells around 120 tickets at 

a central venue in Melbourne. The ticket include a member and a non-member price, 

and include alcoholic (cocktails) and non-alcoholic drinks as well as food. A DJ and a 

photographer is also highly recommended.  
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4. End of Year Drinks 

Held at the end of T3 at a CBD bar. Drink cards and food are provided. 

5.  Peer Mentoring Program  
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Functions Officer (JD) x 2 

Representing the Monash Law Students’ Society as a Functions Officer, involves organising 

numerous social events for the student body throughout the year. This portfolio is all about 

providing students with countless opportunities to network, make friendships and to enjoy 

university life outside of the vigorous demands of legal study.  

Key Aspects of the Role  

As a Functions Officer, you are the face of JD Social events. Your functions are often one of 

the earliest points of contact a new JD student has with the LSS. It is therefore imperative to 

be friendly, approachable and engaging to encourage as much participation as possible. An 

outgoing nature is of great benefit as the role often entails speaking to students you may 

have never met and ‘getting the party started’.  

This role requires immense organisation and time management skills as each event needs 

to planned and budgeted for often months in advance. You will need to be able to work 

closely with a team to ensure that your events run smoothly. You will also need be time 

flexible so that you can sort out anything that arises at last minute (something always does!).  

This is a great role for those who are creative. It is perfect for those who want to show off 

their wide knowledge and love of Melbourne Venues as your team after all, will be 

responsible for choosing each activity and function location.  

Summary of time commitment  

The time commitment for this role varies greatly from week to week. Be prepared to put in 

the hard yards at the start of your term, as this is when the event proposals and budgets are 

due for the entire year.  

Straight after the summer break the functions role runs an orientation BBQ for new students 

this is a compulsory event for all LSS members and you must be available! The JD Activities 

portfolio aims to run a start of trimester welcome drinks for all trimesters. So be prepared to 

be to allocate time to plan each event. It must be noted that the planning of orientation days 

and end of year celebrations aligns with exams so you must be able to balance study and 

LSS. These events are less time-consuming then the mid trimester events; but still require 

dedication, organisation and time management.  
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For the mid trimester main events a lot more time is needed. Summer Garden Party, which 

was run mid Trimester 1 requires a great deal of planning. Cocktail Night run in Mid 

Trimester 2 is traditionally the biggest night of the JD Calendar and requires a large amount 

of work! You will need to allocate plenty of time to scope venues, and meet with the admin 

portfolio to discuss budgets and food options.  

Of course, it is absolutely necessary to attend all functions events; often from start to finish.  

Key Events/Initiatives of the Role  

1. Orientation BBQ (January) Trimester 1:  

A BBQ at Flagstaff Gardens is held to welcome new JD students in Trimester One. 

Trimester One is the greatest intake for new JD students and thus is an important event. 

This involved hiring a BBQ, purchasing supplies and obtaining a council permit. Obtain the 

council permit well in advance.  

2. Peer Mentoring and Welcome Drinks:  

This event is run three times a year and is often held in week two. Attendance for this event 

is greatest during Trimester One due to the large intake of students. Free drink cards are 

provided for peer mentors/mentees. We try to hold drinks event at different venues 

throughout the year so the drinks events remain fresh and do not get repetitive.  

3. Mid Trimester events:  

1. JD Garden Party  

2. JD Trivia or Lawn Bowls  

3. JD Cocktail Night  

1. The biggest night of the JD calendar, requiring immense planning 

months prior to the night. This event runs in Trimester Two and is 

open to both JD and non- JD students, unlike some of the other 

events. This event entails a lot of advertising and you must ensure to 

keep any law firm sponsors happy. Be sure to be available to sell 

tickets. Get your budgeting skills ready, as you’re dealing with large 

finances.  

4. End of Year drinks:  

1. This event runs at the end of the year. It is a chance for students to 

get together and celebrate after all their hard work. We try to hold 
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drinks events at different venues throughout the year so the drinks 

events remain fresh and do not get repetitive.  

Potential future events/initiatives  

This is a great role to be creative. It is not expected that you just do what has been done in 

the past.  
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Peer Mentor Coordinator (JD) 

This role has been created in 2017 from the previous Student Experience Officer role, which 

operated within the JD Education & Equity portfolio. As the Peer Mentor Coordinator, you 

will be tasked with organising and overseeing the Peer Mentoring Program  

Fundamentally, the role requires you to organise and inform the participants in your program 

(ie the peer mentors and mentees for the Peer Mentoring Program)  

The Peer Mentoring Program has a large publicity aspect, so you will be required to liaise 

with the Marketing and Social Media Officer. Further, for the Peer Mentoring Program, you 

are required to help facilitate a Peer Mentoring Evening every trimester and thus, you will be 

required to liaise with the Functions Officers.  

Key Aspects of the Role  

1. Organisation  

Organisation is extremely important for the Peer Mentoring Program. This program is, for 

most first trimester students, their first serious interaction with the LSS. It is your 

responsibility to set the standard for professionalism and organisation re: emails and the 

provision of information.  

2. Collaboration  

This role has been created this year in order to focus more closely on the Peer Mentoring 

Program’s expansion within the JD cohort. You will likely have a lot to do with Brad (Student 

Experience Officer – Faculty of Law) and the LLB Peer Mentor Coordinator, in order to 

expand the JD Peer Mentoring Program.  

3. Emails  

Having a good work ethic with emails is also very important. A habit of checking emails daily 

(in general) and frequently during the busier times will ensure that you have the most 

amount of time to deal with any issues as they arise. A prompt reply will also be appreciated 

by students, faculty and teachers alike.  

 



 Monash University Law Students’ Society Inc JD Position Descriptions 17 

Summary of time commitment  

Before each orientation day/beginning of each trimester 

o This is when the organisation for the Peer Mentoring Program really begins. 

o You will have to be present at Orientation to sign up new students to the program 

(and just generally attend as a part of your responsibilities as a member of the LSS). 

o Additionally, you will need to drum up support amongst the current students in order 

to match mentors and mentees.  

o Once the two lists have been compiled, you will need to facilitate the start of 

communication between mentees and mentors and be available for any queries. 

o Finally, you will need to be talking to the Functions Officers to organise the social 

evening (needs to be held early in trimester).  

o This template is essentially the same for every trimester. You'll be very busy (or 

slightly less so depending on when you begin your organisation) from the end of 

each break to the end of Week 2/3. This could be further extended this year if you 

can start the process of expanding the Peer Mentoring Program.  

o Having said that, as long as you organise well and ensure that you have ample time 

to get things done, the time commitment/pressure isn't outrageously heavy at any 

given time.  

Key Events/Initiatives of the Role  

2. Peer Mentoring Program 

o You will need to attend Orientation Day and start to accumulate interested people for 

the program. 

o Afterwards, you will be required to source enough current students to match up with 

the prospective mentees (this may initially require a few Facebook posts (Social 

Media Officer) to generate support). 

o Then, after matching the students, let all know who their partner is, and how to 

contact them. You will also need to send the Mentoring Guide to all mentors. 

o You will need to ensure that all mentors contact mentees and follow up if not. 

o Finally, you will need to help facilitate a social evening for the program with the 

Functions Officers. On the evening, you will need to be present to direct students to 

their partners/hand out name tags etc.  
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Careers 

Director of Careers 

1 x JD and 1 x LLB 

There are now two Co-Directors, one from the LLB and one from the JD. The Directors of 

Careers will oversee the planning and execution of numerous careers events, programs and 

publications, and ensure that the new structural changes are a success. You will also be a 

member of the executive team and will contribute to the running of the society as a whole.  

Key Aspects of the Role  

Due to the merger of the LLB and JD careers portfolios, the Careers Portfolio is the largest 

portfolio in the Monash LSS and the one most visible to external organisations. On average, 

more than half a dozen events and initiatives will be run every semester and it is the 

Directors’ responsibility to ensure the smooth running of the entire Portfolio.  

The Directors will firstly need to decide which events and initiatives will be run during their 

term, and then delegate the work to the Careers Officers. Ongoing communication is 

required to supervise and oversee delegated work, and Directors must work with the Officers 

to plan, organise and run those events. In addition, a substantial amount of planning and 

thinking must go into each event, from the dates on which it should be held, to appropriate 

budget to set aside and the style/type of event to run.  

In addition to supervising the general administration and running of the Careers Portfolio, the 

Directors act as the main point of contact for all communication with sponsoring firms, the 

Faculty and other legal professionals. Email, telephone and in-person communication 

requires a high level of professionalism and confidence in acting as a representative of the 

Monash LSS. Once sponsorship has been confirmed for all firms, the Directors are 

responsible for contacting firms to introduce themselves, and informing firms which Careers 

Officers they should be contacting for the relevant event.  

Time Commitments  

10-15 ours per week 
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o A significant amount of time will be spent planning with Careers Officers about the  

events and initiatives to be run, delegating tasks, liaising with firms/stakeholders and 

responding to emails. 

o During major events, such as the Expert Panels, Networking Evening and Beyond 

Commercial Careers Fair, workload will increase significantly.  

Key Events/Initiatives of the Role  

The Careers Portfolio is the most outward-facing portfolio of the LSS, and events and 

initiatives may vary from year to year depending on interest from sponsors and students. 

The events ultimately being run will be decided at the discretion of the Directors. However, a 

snapshot of some of the events run in previous years include:  

1.  Clerkship Guide 

The Clerkship Guide (Guide) helps students navigate the clerkship process by offering 

extensive information on firms and their respective areas of practice in the firm directory 

chapter. The Guide includes valuable advice from former seasonal clerks, enabling 

students to be as well-prepared and informed as possible for the clerkship recruitment 

process. The Guide is the major LSS Publication and requires many hours of preparation 

over the summer working in close connection with the two Careers Officers (Clerkship 

Guide) to take charge of its production. The Directors thus assume an overall managerial 

role. To be useful, it is imperative that the guide is released well before clerkship 

applications open. As such, launching the Guide around weeks 8-9 is ideal as it is at the 

stage of semester where students are not preoccupied with exams. The Directors also 

liaise with the Sponsorships Officer and other LSS Committee members to facilitate the 

work of the Clerkship Guide.  

2. Networking Evening 

The Guide is launched at the annual Networking Evening, a cocktail-style evening with 

canapes and drinks provided and attended by the platinum sponsors of the Guide. There 

were approximately 110 students and 50 firm representatives in attendance, and 

students received a copy of the Guide as they arrived at the Evening. The Directors will 

perform the majority of the organisational tasks associated with the evening.  

3. Expert Panels Series 
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The Expert Panel Series highlights the commercial law opportunities for law students, 

and is organised by the Careers Officers. Depending on the format of the event, food 

and drink will be served prior to or after the panel discussion. The Directors will provide 

support for the officers, setting budgets and dates (crucial as the firms can be quite fussy 

with dates). The Directors will also MC the panels.  

4. Barrister Shadowing Program 

The Barrister Shadowing Program (Program) allows students to gain an insight into a 

career at the Bar. Participating students have the opportunity to see the inner workings 

of a barrister’s work life and aims to give students a more in depth view of a particular 

area of law in a practical context. As part of the application process, students are 

required to complete a detailed registration form to ensure that the most applicable 

students are chosen for the program. The program runs over the July holidays.  

5. Public Sector Careers Guide/ International Careers Guide 

The aim of the Public Sector Careers Guide is to showcase the non-commercial law 

related careers available to law students. It will alternate each year with an International 

Careers Guide. It is best for the Public Sector Careers Guide to launch at the Beyond 

Commercial Careers Fair, in order to increase its utility and publicity. For the 

International Careers Guide, it can be launched at a separate function (perhaps at 

Monash Club or another venue on campus). It is preferable that Guides are released 

online, potentially with a small number of physical copies. Most of the work for this guide 

should be completed over Semester 1 to be finalised over the winter break. The 

Directors’ role may include making a final edit of the publication, depending on needs.  

6. Beyond Commercial Careers Fair (BCC Fair) 

The BCC Fair is a fantastic initiative involving numerous organisations from the legal 

sphere, with a non-commercial focus. The event is usually held at Campus Centre Dining 

Hall, with the room set up like a careers fair. In previous years we have had over 300 

students register and great attendance on the night. The event will run during an evening 

in mid-August. A small amount of food was provided.  

7. From Student to Professional 

This event has traditionally been run by the JD Careers Portfolio. It is held in the 

Auditorium at Monash Law Chambers relatively early on in the year. This event aims to 
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give students an idea of the variety of career possibilities open to them in the law. Four 

distinguished panellists share about their career path, the highs, the lows and words of 

wisdom and encouragement.  

8. Starting a Career in Government 

This event was created in 2018 by the Director of JD Careers and the JD Government 

and Community Careers Officer as Government as there was a gap in the JD Careers 

events when it came to enlightening students as to the possibilities of a career as a 

government lawyer. The speakers were junior lawyers who had gone through the 

graduate programs of the OPP, Premier & Cabinet and VGSO. This event was popular, 

attracting over 60 students and it would be great to see it run again in 2020. It was held 

at Monash Law Chambers in mid-February.  

9. Professional Mentoring Program 

The program involved 90 mentors from commercial firms, government, the courts and 

other organisations being paired with JD students who had an interest in pursuing a 

career their mentor’s practice area. The program will be focused on finding professional 

mentors for penultimate and final year LLB and JD students. There will be the capacity to 

expand and grown the program with the change to the structure of the portfolio.  

10. Journey to the Bar 

This event which aims to give students insight into joining and maintaining a practice at 

the Victorian Bar was started in 2017. This event was previously run by the JD Careers 

Portfolio. A panel of four barristers/judges come and speak about their careers at the 

Bar. This event has been popular and well attended by students in the past. In the past, 

the majority of the organisational work for this event has been undertaken by the Director 

and the JD Government and Community Careers Officer.  

11. How to Get Away with Murder 

Another event founded by the JD Careers Portfolio in 2017. This event was previously 

run in a similar way to Journey to the Bar and aimed to give students insight into a career 

in criminal law. 

12. Liaising with Monash Law Faculty Careers/ Monash Career Connect 



 Monash University Law Students’ Society Inc JD Position Descriptions 22 

As Directors you may need to meet with the Monash Law Faculty Careers 

representatives a few times a year. It is important to maintain a good relationship with 

the faculty and ensure everyone is on the same page. Essentially your meetings will be 

knowledge sharing and updates. Monash Career Connect provide sponsorship money if 

we assist with advertising their events and activities throughout the year. We have to do 

a certain amount of Facebook posts and attend meetings. The best way to go about this 

is by selecting 2 competent subcommittee members to take responsibility for all of the 

work and report back. Make sure that these subcommittee members are reliable and that 

you stay updated throughout.  

13. Emails and external organisations 

You will also be contacted throughout your term by various external and internal (within 

Monash) organisations to assist them with promotions of job opportunities and programs. 

The Directors also manage the ‘Monash LSS Careers Information’ Facebook group, 

which has over 1000 members and has been utilised to streamline promotion of our 

events. In order to maintain its traction, only LSS Careers events and initiatives, as well 

as closely related events and initiatives, have been posted in this group, with 

sponsorship and other materials being posted onto the Monash LSS Facebook page by 

our Social Media Officer.  

14. Other events  

o ‘Kick Start Your Career’ Seminar  

o ‘Clerkship 101 Seminar  

o ‘Small and Boutique Firms Seminar  

o ‘Criminal and Family Law Seminar  

o ‘Clerkship Skills  

o ‘Clerkship Q&A  
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Careers Officers x 6 

At least 2 from each of JD and LLB)  

Careers Officers, as part of the careers portfolio, are in charge of organising and running 

LSS careers events throughout the university period. Officers will – at the discretion of the 

Directors – be allocated events and initiatives to focus on at the beginning of the term.  

Key Aspects of the Role  

1. Organisation and time management 

Careers Officer will need good organisational and time management skills. In particular, 

given that almost all of our events are outward-facing, the ability to work consistently and 

steadily is required to achieve success.  

2. Professionalism  

As mentioned multiple times before, the Careers Officers will spend a significant amount 

of time liaising with sponsors and external contacts. Communication must be 

professional, and emails will need to be responded to within a reasonable time.  

3. Teamwork and dedication  

The Careers portfolio is a demanding portfolio and is heavily reliant on all members of 

the team working together and communicating effectively. A good, willing attitude is 

integral to successfully performing this role.  

Summary of time commitment  

10-15 hours per week  

• ● Careers Officers will be allocated a number of events and initiatives over the 

course of their term to own and manage. The work will include liaising with firms, 

stakeholders, participants and attendees, organising catering and venues and 

completing administrative tasks (e.g. preparing name tags).  

• ●  In addition, it is expected that Careers Officers will attend as many careers events 

as possible. This is especially important for the Careers Portfolio’s most significant 
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events, such as the Expert Panels, Networking Evening and BCC Fair (which is a 

compulsory event for all LSS LLB committee members).  

Key Events/Initiatives of the Role  

Careers Officers will be responsible for organising, managing and running the events and 

initiatives of the Careers Portfolio. Those events and initiatives are to be decided by the 

Directors at the start of each term, based on interest from sponsors and students and what 

has previously been run.  
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Careers Officers (Publications) x 2 

Open to both JD and LLB 

The predominant role of the Careers Officers (Publications) is to produce the Clerkship 

Guide. Arguably one of the most important things the LSS does, the Clerkship Guide is the 

leading student publication of its type and is an incredibly important publication in terms of 

informing students about clerkships. It also represents a large portion of the LSS’s 

sponsorship from law firms.  

The Careers Officers (Publications) will also assist with the production of the JD Guide as 

well as the Public Sector Careers Guide or the International Careers Guide, whichever is 

being published that year.  

1. Timing and Organisation 

This position is all about timing and organisation. Producing the Guide involves a 

significant amount of time over summer; it is best to initially contact firms before the 

Christmas period, and begin substantial work on the Guide in February. No matter how 

well organized you are, something will always go wrong. Remember to follow up with law 

firms, but strike a balance so as to ensure you are not continually pestering them. Aim 

for publication about two weeks earlier than the absolute necessary time (the date of the 

Networking Evening/Guide Launch event). It is advised to make a plan of your timing (a 

schedule with deadlines) as soon as you take office, as the Guide involves significant 

collaboration with the LSS Sponsorship Officer, the Careers Officers, HR law firm 

representatives and student contributors. Also, remember that much of the legal 

profession is incredibly busy in the lead-up to Christmas, then away on holiday for most 

of January, so it’s important to have as much as possible organised prior to this.  

2. InDesign knowledge 

In addition, designing the guide is a significant aspect of its production and knowledge on 

how to use InDesign is essential. The process of formatting and designing the guide will 

be the most time consuming aspect of your role. If unfamiliar with the program it is best 

to ask for a tutorial from a previous user before attempting to begin the guide formatting. 

Ideally you and your partner should agree on formatting aspects before you begin so as 

to easily share the work between you and ensure consistency. You should download 

InDesign on your own laptop (which is reimbursed by the LSS) to ensure you always 
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have access to it, which is important when coordinating with your partner the design 

layout.  

3. Editing and publication 

The Guide then needs to be printed. Do not underestimate the time that goes into the 

actual printing of the Guide, which can only begin once you have received and edited 

every single page of the Guide from every contributor, and have compiled and proofread 

it. Work out how many copies you want printed and about 1 month before the Networking 

Evening, approach the printing company to ask for a quote. Inform the printing company 

well in advance that you will need the order completed by a certain date and leave them 

as much time as possible (at least 2 weeks) to format and design the Guide; this process 

is much more complicated than we understand, and remember that the Guide is not their 

sole project. It also takes up to two weeks to physically print the Guide, so timing must 

be allocated accordingly. Note that even with two people the Guide is a large amount of 

work, and (along with organising the Networking Evening) takes up approximately the 

same amount of time as one law subject during semester one.  Note: When the 

completed profiles, articles and content is sent back to you, make Google Drive folders 

to keep everything tidy and neat so as not to forget a document as asking a firm to send 

a document back when you have already received it is embarrassing.  Top tip: Organise 

the firm profiles and articles, allocating the articles to the sponsoring firms, ensuring all 

parts of the guide are covered.  

Summary of time commitment  

Summer: 2 hours/week  

Semester 1: 10-15 hours/week  

Winter Break: N/A 

Semester 2: 5-10 hours/week  

During semester one, coordinating with other relevant stakeholders, emailing, calling 

designing the guide will take a lot of time, so be prepared to put in a couple of hours a day to 

ensure the Guide is completed within the time frame.  

• Emailing the firms with requests and dates will take a while, so you wait for their 

reply.  
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• ●  Collect all the firm profiles and arrange for all articles, advertisements and logos 

from sponsoring firms in conjunction with the LSS Sponsorship Officer.  

• ●  Maintain appropriate and timely contact with all involved firms throughout the 

period.  

• ●  Arrange for a Foreword to be written by the Dean, the LSS President and you.  

• ●  Collect a range of additional information, such as LIV Guidelines, Practical Legal  

Training Information from Leo Cussen and Monash Careers information from Careers  

Connect.  

• ●  Collate, edit and proofread everything received.  

21  
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• ●  Desktop publish the Guide using InDesign, which is a very time consuming task.  

• ●  Engage a printer (we suggest Seagull Press). Let them know well in advance 

(about 1 month) that you will be printing about 200 copies of a document of about 

200 pages. They are familiar with us, and the printing of the guide and have therefore 

generally been very accommodating to our needs. The printing itself doesn’t take too 

long if arranged in advance; however, leave at least 2 weeks for the entire printing  

process to allow for changes to be made after you proof a sample of the hard copy.  

Key Events/ Initiatives of the Role  

1. Clerkship Guide 

Organisation of the Clerkship Guide is the main initiative of this role. Please see 

above for an in-depth explanation of this and how best to navigate the process.  

2. Networking Evening 

Once the Guide is printed, you will need to help out with the Networking Evening and 

arrange transport of the Guides from Monash University to the city. Usually, a 

student drives in with the guides in their car.  

3. Beyond Commercial Careers Fair 

Assist with the preparation and running of the BCC. This will require emailing 

prospective attendees and setting up on the night as well as any other organisational 

duties the coordinating party requires.  
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4. Public Sector Careers Guide/International Careers Guide 

Work with the Careers Officers to design and put together the second Careers 

Portfolio publication.  

Potential future events/initiatives  

• Consider approaching some firms who didn’t sponsor previously but may want to 

sponsor in 2020.  

• Speak to the Sponsorship Officer - Designate specific tasks and response timetables 

between the two of you in order to avoid confusion or missed emails about potential 

sponsorship from new firms. (Divide up tasks)  

• Keep online regularly updated checklists of everything you need and when you 

require it.  

• Try to avoid double ups of articles to the best of your ability.  

• Definitively decide on any stylistic (including font, size, design) changes well in 

advance as even minor changes can be arduous and result in inconsistency when 

altered last minute  

• Consider what other articles, not previously published, would be beneficial to  

potential clerks, particularly in terms of engaging various student experiences.  
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Competitions (JD) 

Director of Competitions (JD)  

The Director (JD Competitions) is responsible for the organisation of the Competitions 

Portfolio of the JD. As the Director (JD Competitions), you are tasked with running of all of 

the JD Competitions and related events including: (a) JD Client Interview Workshop; (b) JD 

Client Interview Competition; (c) JD Negotiation Workshop; (d) JD Negotiation Competition; 

(e) JD Moot Workshop; (f) JD Moot Competition. Further, as the Director (JD Competitions) 

you are tasked with co-managing the organisation and execution of those competitions 

and/or events jointly shared by the JD Competitions Portfolio and the LLB Competitions 

Portfolio.  

In order for the JD Competitions Portfolio to be successful the Director (JD Competitions) 

ideally has the ability to: (a) take the lead in the marketing of competitions; (b) take the lead 

in the sourcing of judges; (c) take the lead in the construction and/or sourcing of problem 

scenarios relevant to each competition; (d) solve, or find solutions to, issues as they arise; 

(e) have a passion to develop the JD Competitions Portfolio for the benefit of the Society’s 

members, both current and future; (f) organise her/his time, that of his/her team, and the 

Competitions Portfolio in the most effective way possible; and (g) be the representative and 

primary point of contact of the JD Competitions Portfolio to key stakeholders and legal 

professionals through the year.  

Key Aspects of the Role  

There are three key aspects essential to the role of Director (JD Competitions). They are:  

1. Leadership 

The role and responsibilities of the Director (JD Competitions) can be very demanding 

and time-consuming. Further, as the representative of the JD Competitions Portfolio you 

are constantly engaging with members, stakeholders, and legal professionals and must 

be brave in making decisions that will affect the course of the JD Competitions Portfolio 

within the year and into future years. Thus, as the leader, it is very important to make 

sure there is open communication and regular contact with your team, stakeholders, 

legal professionals, and members. It is also very important that the management of the 

team ensures that everyone on the JD Competitions Team (Committee Officers, 



 Monash University Law Students’ Society Inc JD Position Descriptions 30 

Subcommittee Members, and Member Volunteers) know their assigned and/or delegated 

responsibilities. This is especially so, as unlike other Portfolios that hold events over the 

course of one day/evening, the Competitions Portfolios (LLB and JD) host competitions 

that may cover 2-4 weeks and occur on several days within that time frame.  Further, as 

the leader you need to have the ability to gather the support of your team (Committee, 

Subcommittee, and/or Member Volunteers) for the common goal of making the 

Competitions Portfolio the best it can be.  

2. Problem-Solving 

There may be instances where things go wrong. This could be due to a wide range of 

issues. However, you need to be capable of dealing with issues promptly and efficiently 

in order to ensure the success of each competition. For example, competitors, your 

team, and/or judges may call you last-minute to tell you that something has come up and 

they can no longer attend. While this may or may not happen, you will still need to be 

able to, or have in place a contingency plan to, run the competition in an effective way.  

3. Organisation 

Regardless of leadership and problem-solving skills, organisation and the ability to do so 

effectively is key to the role. As the leader of the Portfolio you will have the responsibility 

of being the grand architect of how each competition will be designed, organised, and 

executed. Therefore, being capable of juggling your time and the time of the JD 

Competitions Portfolio is essential to the success of the Portfolio.  

Summary of time commitment  

The role and responsibilities of the Director (JD Competitions) are demanding. It is by no 

means a “walk on role”. It is stated to be demanding as it requires both planning and 

execution of each competition over the course of the year, as well as the responsibilities of 

an Executive Member of the Society.  

Key Events/Initiatives of the Role  

The following competitions should be included in the Competitions Calendar:  

1. JD Client Interview Competition 

2. JD Negotiation Competition 
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3. JD Moot Competition 

4. LLB & JD Witness Examination Workshop  

5. JD vs LLB Competition  

 

The following initiatives should be undertaken:  

1. The JD Competitors Cup  

The Competitors Cup is an award given to the single JD Competitor with the highest 

accumulated score over the three competitions held exclusively by the JD (ie, Client 

Interview, Negotiation, and Moot). This initiative is an incentive to those members that 

register and compete in more than one competition.  
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Judge Liaison Officer (JD)  

The JD Judge Liaison oversees the securing and scheduling of judges and the sourcing of 

legal problem scenarios for the JD Competitions Portfolio, under the direction of the Director 

(JD Competitions).  

The primary responsibility of the JD Judge Liaison will be to ensure that there is a sufficient 

amount of qualified judges scheduled for each competition held by the JD Competitions 

Portfolio. These competitions include the JD Client Interview, JD Negotiation, and JD Moot. 

The secondary responsibility of the JD Judge Liaison will be to secure authors, or source 

and edit material, for the purpose of compiling legal problem scenarios specific to each 

competition held by the JD Competitions Portfolio. The more general responsibility of the JD 

Judge Liaison will be to support the Competitions Team in order to effectively execute each 

competition of the JD Competitions Portfolio. Examples of tasks related to the execution of 

each responsibility could include, but is not limited to: (a) emailing, cold calling, etc. legal 

professionals, sponsors, and/or legal organisations; (b) liaising with interested professionals 

for the purpose of securing and scheduling them for a given fixture/round of a competition 

and/or as a guest speaker at the competition workshop; (c) prioritising contacts and/or 

confirmed judges in a way that best serves the competition and/or a specific event/initiative; 

and (d) securing authors for the purpose of creating legal problem scenarios.  

Peripheral to the specific responsibilities the JD Judge Liaison has to the JD Competitions 

Portfolio, he/she will also work alongside and with the LLB Judge Liaison to secure judges 

and/or problem scenarios for the joint LLB & JD Competitions. Those competitions may 

include, subject to Executive approval: IHL Moot; Witness Examination; Mergers & 

Acquisitions; and JD v LLB Competition.  

Key Aspects of the Role  

1. Leadership  

Like the Director (JD Competition), the work of the JD Judge Liaison can be equally 

demanding and time-consuming. You work alongside the Director, taking similar 

ownership of each event in its planning and execution. Although specifically tasked with 

the securing of judges and problem scenarios, you are an integral part of the greater 

Competitions Team and may be required to work ad hoc with, or within, a specific 

working group. Open communication and regular contact with the Competitions Team is 

essential. The ability to organise and manage delegated tasks or sub-portfolio working 
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groups is key. So too is the ability to work independently, take responsibility, and have 

pride in your execution of particular tasks and responsibilities.  

2. Problem-Solving  

There may be instances where things go wrong. This could be due to a wide range of 

issues. However, you need to be capable of dealing with issues promptly and efficiently 

in order to ensure the success of each competition. For example, a judge may call you 

last- minute to tell you that something has come up and they can no longer attend. While 

this may or may not happen, you will still need to be able to, or have in place a 

contingency plan to, run the competition in an effective way.  

3. Organisation 

Regardless of leadership and problem-solving skills, organisation and the ability to do so 

effectively is key to the role. Having a largely independent role within the Portfolio you 

will have the responsibility of ensuring members are afforded the opportunity to be 

judged by experienced legal professionals and challenged by the legal problems 

presented in the competition. Therefore, being capable of juggling your time and the time 

of the JD Competitions Portfolio is essential to the success of the Portfolio.  

Summary of time commitment  

The role and responsibilities of the JD Judge Liaison are demanding. It is by no means a 

‘walk on role’, nor is it a role for those that may be shy to front facing responsibilities. It is 

stated to be demanding as it requires liaising with, securing, and scheduling judges for each 

competition over the course of the year. It is also stated to be demanding as it requires 

securing authors, or sourcing and editing previous material, for each legal problem scenario 

for each JD competition held over the course of the year. It is also a co-managing role, 

alongside the LLB Judge Liaison, for the purpose of securing of judges and/or scenarios for 

the joint LLB & JD Competitions.  

Key Events/Initiatives of the Role  

See above, ‘Key Competitions/Events/Initiatives of the Role’ under Director (JD 

Competitions)  
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Potential future Events/Initiatives  

See above, “Potential future Competitions/Events/Initiatives” under Director (JD 

Competitions)  
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Competitions Officer (JD) x 2 

The JD Competitions Officer oversees the team management, organisation, and execution 

of the JD Competitions Portfolio, under the direction of the Director (JD Competitions).  

As the Competitions Officer, your contribution is essential to the successes of the JD 

Competitions Portfolio. Each Competitions Officer has discretion, within their role and 

assigned responsibilities to take initiative as to how to plan and run each competition. This 

may involve: (a) assigning roles/tasks to Subcommittee Members and/or Member Volunteers 

that comprise a sub-portfolio working group; (b) liaising with members of the Competitions 

Team, legal professionals, and/or competitors in order to effectively execute each 

competition, event, and/or initiative; (c) problem-solving, organising, an executing each 

competition/event/initiative in a way similar to that of the Director, but to the extent 

permissible by the Society’s Constitution and By-laws; (d) assist the Director on an ad hoc 

basis in the execution of tasks that are necessary for the effective execution of the 

competition and/or the Competitions Portfolio generally; (e) have a passion to develop the 

JD Competitions Portfolio for the benefit of the Society’s members, both current and future; 

and (f) the ability of being able to work effectively in a team setting.  

Key Aspects of the Role  

1. Leadership and Initiative  

Like the Director (JD Competition), the work of the Competitions Officer can be equally 

demanding and time-consuming. You work alongside the Director, taking similar 

ownership of each event in its planning and execution. Open communication and regular 

contact with the Competitions Team is essential. The ability to organise and manage 

delegated tasks or sub-portfolio working groups is key. So too is the ability to work 

independently, take responsibility, and have pride in your execution of particular tasks.  

2. Problem-Solving  

There may be instances where things go wrong. This could be due to a wide range of 

issues. However, you need to be capable of dealing with issues promptly and efficiently 

in order to ensure the success of each competition. For example, competitors, your 

team, and/or judges may call you last-minute to tell you that something has come up and 

they can no longer attend. While this may or may not happen, you will still need to be 

able to, or have in place a contingency plan to, run the competition in an effective way.  
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3. Organisation 

Regardless of leadership and problem-solving skills, organisation and the ability to do so 

effectively is key to the role. Having both a both a leadership and supportive role in the 

Portfolio, you will have the responsibility of assisting in the design, organisation and 

execution of each competition. Therefore, being capable of juggling your time and the 

time of the JD Competitions Portfolio is essential to the success of the Portfolio.  

Key Events/Initiatives of the Role  

See above, ‘Key Competitions/Events/Initiatives of the Role’ under Director (JD 

Competitions)  

Potential future Events/Initiatives  

See above, “Potential future Competitions/Events/Initiatives” under Director (JD 

Competitions)  
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Education and Equity (JD) 

Director of Education and Equity (JD)  

This role requires you to oversee and coordinate the Tutorials Officer, Equity & Wellbeing 

Officer and Publications Officer. You are required to help organise timetabling, room 

bookings, budgets and sponsorship within the portfolio and act as a liaison between the 

other portfolios of the LSS and your own. Being a Director, this role will also require you to 

extend further than your own portfolio and act as a member of the executive team helping 

organise and run the society as a whole.  

Key Aspects of the Role  

1. Organisation  

As a Director of the LSS you are going to need to be someone who is well organised and 

can balance a variety of activities on top of your studies. There are definitely certain 

times in the semester that are busier than others, but as you are going to be in charge of 

four officers, you are going to need to know what events are coming up and when, 

whether or not rooms have been booked, budgets have been organised, money has 

been paid, money has been reimbursed, catering has been sorted and that sponsors are 

happy.  

2. Communication  

Communication is one of the most important parts of this role and that comes down to 

more than just your ability to talk to people. Firstly, you are going to need to be on top of 

your officers, you are going to need to make sure that they are giving their all and 

providing high quality events and opportunities for students. Secondly, you are going to 

need to be someone who can effectively reply to emails – especially considering you will 

be communicating with the undergrads regularly you need to send emails to them and 

read and reply to their emails.  

3. Time-management  

Being someone who can effectively manage their time is crucial for this role. Use the 

holidays to prepare the next trimester – when assignments begin you will need to be on 
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top of all events and therefore it is necessary to ensure that you are not leaving things to 

the last minute.  

Summary of time commitment  

End of trimester three/summer break  

• Organising calendar for next year  

• Organising budget for next year  

• Organising sponsorship proposals for next year  

• Help Tutorials Officer organise first round of tutorials  

• Liaise with other JD directors in preparation for orientation in early January (this 

includes liaising with undergrads for keychains and merchandise/showbags)  

During Trimesters  

• Assist Equity & Wellbeing Officer in their preparation for their first seminars  

• Assist Publications Officer in starting to collate articles and structure for the JD Guide 

Launch – please ensure you also secure the auditorium well in advance for this 

event. Also, please ensure once sponsorship has been officially sorted that the 

Publications Officer is contacting the sponsors and liaising with them on what is 

required (Sponsorship is extremely important for everything, but particularly this 

event)  

• Check up with officers and see what else they need help with  

• Assist Tutorials Officer with organising LSS Revision Tutorials  

Trimester one/two break  

• JD Orientation (Week 2 – Sem 1; Week before classes start Tri 2 and 3)  

• Preparing for all upcoming events, particularly those within the first 3 to 4 weeks of 

trimester starting  

Key Events/Initiatives of the Role  

• LSS Revision Tutorials – Start organising tutors and room bookings early in the 

trimester  

• JD Guide Launch – This must be organised and printed before Orientation day in 

Trimester One 

• Wellbeing Seminars – One at the start of each trimester  
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• Equity Seminars – Ideally 2 seminars a trimester  

Potential future events/initiatives  

1. Expansion of Revision seminars – last year went from 8 seminars to 10. I think there 

is definitely room to expand with the dream being one for each core subject 
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Education Publications Officer (JD)  

This role requires the production of a professional comprehensive publication regarding the 

JD course, the ‘JD Guide’. You will be required to create, edit and publish the Guide in 

trimester three 2019 to be available in trimester one 2020.  

Key Aspects of the Role  

1. InDesign use  

This role requires a comprehensive use of InDesign to produce the Guide. The previous 

template can be modified. 

2. Writing and editing  

The existing JD Guide will need to be reconsidered and additional articles and content will 

need to be included. This will require strong attention to detail. 

3. Planning  

You must plan the structure of the publication and consider additional content that should be 

included. 

Summary of time commitment  

This role requires a significant time commitment in trimester three: approximately 5–10 

hours per week. There is a lesser time commitment in later trimesters. 
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Tutorials Officer (JD) 

The Tutorials Officer is tasked with organising and overseeing the LSS Exam Revision 

Tutorials and expanding this program as much as possible in 2020. Fundamentally, the role 

requires you to organise and inform the participants in your programs (ie the tutors and 

interested students for the LSS Exam Revision Tutorials)  

Key Aspects of the Role  

1. Organisation 

This skill is key to success in this role. The LSS Exam Revision Tutorial Program usually 

generates a fair amount of interest amongst the students, so it is imperative that you are 

always on top of things and aware of how things are processing along. Within this role there 

are numerous small jobs that must be completed within specific time limits for the program to 

run smoothly. Further, personally, the busiest aspect of this program is in the direct lead up 

to exams, and during SWOTVAC – you will need to ensure that your own coursework/exam 

preparation will not suffer because of this.  

2. Emails  

Having a good work ethic with emails is also very important. A habit of checking emails daily 

(in general) and frequently during the busier times will ensure that you have the most 

amount of time to deal with any issues as they arise. A prompt reply will also be appreciated 

by students, faculty and teachers alike.  

Summary of time commitment  

Weeks 1–6 Each Trimester 

o From the moment you are inducted into the role, you need to start organising the T3 

LSS Exam Revision Tutorial Program. 

- You will need to confirm what subjects you'll be running, source and confirm tutors, 

gather relevant information about them (ie financial information for payment).  

o You will also need to complete all the other relevant organisational tasks, like 

booking rooms, creating a timetable and publicising this to the students.  

SWOTVAC 
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o The LSS Exam Revision Tutorials will be run through SWOTVAC according to the 

timetable that you have created. 

o You will need to be present at Chambers before and during the tutorials in order to 

help set up, problem solve (if necessary) and generally ensure that the tutorials are 

running smoothly.  

Having said that, as long as you organise well and ensure that you have ample time to get 

things done, the time commitment/pressure isn't outrageously heavy at any given time.  

Key Events/Initiatives of the Role  

1. LSS Exam Revision Tutorials 

You will be required to plan and organise the LSS Exam Revision Tutorials. This requires: 

o Liaising with existing tutors to determine their suitability and likelihood to continue in 

the next trimester and advertising new tutor positions. 

o Collecting billing information for all tutors. 

o Organising the Tutorial Schedule and booking rooms at Chambers. 

o Supporting Tutors to contact Chief Examiners. 

o Publishing the Tutorial Schedule and providing a sign-up facility. 

o Managing the Tutorials throughout SWOTVAC. 

o Collecting feedback from attendees.  
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Equity and Wellbeing Officer (JD) 

This role is a developing role in need of a candidate with a can-do attitude and a willingness 

to think outside the square in relation to both wellbeing and social justice issues important to 

the student community, and promotion of the role. Postgraduate students’ lead busy lives 

and are often subject to challenges outside of university including balancing full-time work 

and career management, families, children and financial issues. From a wellbeing 

perspective, this means it is crucial that the JD portfolio offers services and opportunities for 

students to not only alleviate their stress, but to learn more about caring for their own Health 

& Wellbeing throughout their university life, and future career.  

Key Aspects of the Role  

As a part of address these issues, candidates should expect the following key points when 

performing the role:  

1. Week-by-week committee work 

This attending LSS meetings, organising orientation activities, supporting other portfolios, 

liaising with members of the faculty, often on behalf of students) and ensuring that 

marginalised groups and the interests of all JD students are considered in all decisions 

made by the LSS and Faculty. 

2. Student Advocacy 

The Equity & Wellbeing Officer should act as an advocate for students with the Faculty and 

continue to act in students best interests regarding health & wellbeing services. 

3. Student Support 

Answering queries and concerns from students, usually via email. Email queries could 

range anywhere from fee problems, disputes with lecturers and personal problems. It is 

important to understand how to refer people to the most appropriate resource. You will 

not be required to provide direct services or professional services. Ensuring that students 

are aware that this resource exists by utilising social media officers and events from the 

other portfolios through promotion.  

Summary of time commitment  
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You should expect to spend approximately 2–4 hours per week in your role, noting that 

some weeks will require more work than others. 

Previously, Mindfulness Seminars & Social Justice & Equity Seminars run each trimester 

and are it will be up to your discretion to choose dates. RUOK? Day is the biggest event for 

this portfolio and takes place in September.  

Key Events/Initiatives of the Role  

The Equity & Wellbeing Officer role will include the following:  

• Social Justice & Equity Seminars  

• Wellbeing Events 

• RUOK? Day activities (September) 

• Swot Vac Survival ‘provisions’  

• Advocacy 


