
Hello! 

Thank you for taking the time to read and fill out this application to become a part of 

the Biology Student’s Association Executive team for the following term: 15th February 

2020 - 31st April 2020! This application is for the role of the Vice President Internal 

Affairs. Please make sure to E-mail your applications to the BSA at contact@bsaucalgary.ca 

before the 8th February to be considered for this position.   

Over the last couple of year, the BSA underwent a significant restructuring and has 

grown at an astounding rate of 514%! Not only were we able to host a multitude of academic 

and social events, including our very own charity gala, introduce a new award system and 

expand on various social media platforms, the BSA was honoured to receive the SU clubs 

award for “Club of The Year”. We hope this success will carry through in future years, and 

we look forward to having new members on the executive council to help the club continue in 

its journey to success! 

Serving as the VP Internal Affairs in the BSA will not only provide you with valuable 

experience, enhance your soft skills, and boost your resume, it will also welcome you to a 

wonderful community and introduce you to fellow students in the department who have 

similar interests. Although this position is temporary, it will provide the candidate with an 

advantage for next year’s executive and junior executive positions.  

The BSA serves as the SU departmental club for the Biological Sciences department 

and hopes to enrich the university experience of the students in the department and build a 

sense of community, pride and accomplishment within the student body. Ideally, the 

candidate chosen should be available to commit for the next few months. We look forward to 

reading your applications and welcoming you to the BSA team!  

 

 Please make sure to read and understand the VP Internal Affairs position’s 

responsibilities in the next page before you submit your application.  

 

Best Regards,  

 

Aiea Mansour 

Biology Student’s Association  

University of Calgary  

 

 

 

 

 



Responsibilities of the role:  

1. Attend weekly (in Fall/Winter) or biweekly (in Spring/Summer) Executive Council 

meetings. These meetings are held weekly and are attended by the executive team. 

The VP Internal Affairs shall attend Executive Council meetings and be 

actively engaged.  

 

2. Attend monthly (in Fall/ Winter) BSA General meetings. These meetings are held with 

the entire BSA team, composed of the executive team and the coordinators, to ensure 

that the team is updated on current affairs. The VP Internal Affairs shall attend and be 

actively engaged in discussions. 

 

3. Attend monthly (in Fall/ Winter) BSA committee meetings. These meetings are held 

with the executive BSA team and the Program representatives, as well as 

administrative members of the department to discuss departmental updates and 

feedback from the student body on the Biological Sciences programs. The VP Internal 

Affairs shall attend these events and be actively engaged in discussions.  

 

4. Set up meetings/book spaces for Executive Council meetings. The VP Internal Affairs 

shall be responsible for booking tables and spaces for BSA meetings.  

 

5. Send out weekly BSA Newsletters. The BSA sends out a weekly newsletter on Monday 

mornings. This letter reaches ~600 BSA student members and keeps them updated on 

the current initiatives of the BSA, keep them informed of different events, upcoming 

programming, updates, vacant positions, and any other important information.  

 

6. Actively be up-to-date on BSA initiates and events. In order to successfully 

communicate the initiatives to the students via our weekly newsletter, the VP Internal 

Affairs must be in good communication with the other VP’s and teams, particularly 

the Academic, Social Events, and Professional Events, teams.  

 

7. Keep a formal list of active and inactive BSA members. The VP Internal Affairs shall 

be responsible for keeping a list of students who are members of the BSA, along with 

their names, student IDs, and uCalgary e-mails.  

 

8. Take meeting minutes for Executive council/committee meetings. The VP Internal 

Affairs shall be responsible for taking meeting minutes, as per the template on the 

google drive, for Executive Council meetings, General Meetings, as well as 

Committee meetings.  

 

Requirements:  

In order to apply to be an Executive with the BSA, you must be a current, 

undergraduate student enrolled in the Biological Sciences Department at the University of 

Calgary. You can be enrolled within any major in the department including biochemistry, 

Biological Sciences, Cellular, Molecular & Microbial Biology, Ecology, Plant biology or 

Zoology. 



 

Name of Applicant:  

UCID: 

E-mail: 

Major and Year of Degree: 

 

Please answer the following questions. You may write between 50-250 words per question.  

  

1. What interests you in being the VP Internal Affairs with the Biology Student’s 

Association (BSA)?  

 

 

 

 

2. What are some examples of your skills in organisations and time keeping in the past? 

How would these integrate you into the BSA executive team? 

 

 

 

3. Please describe any relative experience that relates to the VP Internal Affairs role. 

Describe your role, what you achieved, and how you were an effective team member.  

 

 

 

4. Being an Executive with BSA has required time commitments, as stated above. Your 

role may require 1-5 hours per week. Do you foresee this as a problem? How do you 

plan on successfully meeting the time requirements?  

 

 

 

5. Have you seen the BSA newsletter in the past? If so, what did you consider a success? 

How could we improve upon it?  

 

 

Thank you for your application. Successful candidates will be contacted by the 13th 

February 2020. Good luck! 


