
Job Description Internal Committee Chair 2018-2019

Position: Internal Committee Chair - 

Volunteer Term: May 2018-May 2019 
Organization: BBA Student Council 

Location: HMC Mississauga 

Time Commitment: 5-10 hours/week 

Organization Profile 

The BBA Student Council was created to enhance life in the BBA program by delivering meaningful events, being a 
liaison between students and faculty, and always focusing on strategies and methods in which to add value, ease 

stress, create a strong community, and help each student be successful. 

Job Profile 

Primary responsibility is the ongoing support of student success in the Pilon School of Business.  

Major Duties and Responsibilities 

● Recruitment, selection and management of the Internal Committee.
● Holding regular planning meetings with the Internal Committee.
● Lead and create agendas for monthly general meetings with the Internal Committee.
● Provide ongoing updates and communication on the BBA Virtual Community.
● Review team financials and budgets in conjunction with Orientation Chair and Events Chair.
● Introduce yourself to the student body via BBA Virtual Community, email and in-class visits.
● Continuously encourage BBA students to become active members of the Internal Committee, or other

opportunities within the BBASC.
● Work with Student Advisor team to help identify areas of ongoing support required for students.
● Identify any student / class concerns that may be addressed by Faculty Representatives to help develop

potential solutions.

● Attend Orientation Day and introduce your role as Internal Committee Chair.
● Keep accurate documentation for Sheridan’s Co-Curricular Record.
● Liaise with PSOB administration, student services, and other clubs and initiatives on campus.
● Attend BBASC, Sheridan College, and community events to increase brand recognition and opportunities.
● Compile an end of year report including feedback, suggestions and lessons learned from the Internal

Committee.
● Pass on to successor all relevant records at the end of term.

Job Qualifications 

● Interested in developing relationships and a positive experience for the BBA students.
● Desire to develop your 7 Undergraduate Competencies.
● Innovative thinker and willing to take initiative.
● Strong leadership skills and ability to effectively manage a team, delegate and empower.
● Strong interpersonal, networking and communication skills.
● Effective organization and project coordination skills.
● Is a Bachelor of Business Administration student in good academic standing at Sheridan College (2.4 GPA).

Benefits & Opportunities 

● Development of the seven undergraduate competencies key to the BBA program.
● Creating and reflecting on artefacts that can be added to your Creative Learning Portfolio.
● Networking opportunities with students, professors, student union and other campus club members.
● Recognition on your Co‐Curricular Record.

Organize info sessions or workshops that would benefit the ongoing success of our students●
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How to Apply 

Cover letter & resume should be addressed to: 

BBASC Hiring Committee 

Pilon School of Business 
Sheridan College 

4180 Duke of York Blvd 

Mississauga, ON L5B 0G5 

Please send your resume and cover letter in one document to margaret.bawtinheimer1@sheridancollege.ca 
and have the position you are applying for outlined in the subject line of the email.  

mailto:crystal.bennett@sheridancollege.ca



