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Academics Team

Avid knowledge of the CSEP and host institutions
Available to lead CSEP information sessions, pre-departure sessions, and application process
Organize workshops with the undergraduate office
Manage the Language Program
Time management skills
Leadership skills
Attend and promote JIC events 

Meet with the coordinator of the CSEP, at the JMSB undergraduate office on a bi-weekly basis
Schedule CSEP information sessions, pre-departure sessions, and application workshops 
alongside the coordinator of the CSEP program
Promote the exchange program to the students of JMSB (with the aid of our VP Marketing)
In charge of answering students’ questions regarding the CSEP program via the JIC Facebook 
and Instagram page
Aid in the organization of events to either enhance awareness about the CSEP or promote 
academic initiatives, in conjunction with the VP Events
Develop initiatives to facilitate the CSEP application process; website databases; course 
database; etc.
Generate ideas to increase involvement and reach out to international and exchange students 
Assist the Presidents with any Academic-related tasks

VP & LANGUAGE PROGRAM COORDINATOR

DESCRIPTION:
 
Your responsibility is to act as the liaison between the incoming, outgoing, and alumni of the 
Concordia Student Exchange Program (CSEP). You will work very closely with the coordinator of the 
CSEP at the undergraduate office. It is necessary to have extensive knowledge of the overall CSEP 
along with a thorough knowledge of host institutions. You will be front runners for everything 
academics related (mostly for outgoing exchange students). Additionally, in line with JIC’s recent 
Language Program initiative, the Academics team will be responsible for managing and growing the 
program which includes JMSB students, exchange/international students.

The VP Academics will be responsible for overseeing/coordinating the projects pursued by the 
team as well as organizing meetings with the director. 

REQUIREMENTS:     Preference will be given to those who have previously gone on exchange 

1.
2.
3.
4.
5.
6.
7.

MAIN TASKS/EXPECTATIONS:
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Marketing Team

Extremely organized with an acute eye for detail
Strong delegation and leadership skills
Have a creative mindset
Strong communication skills (spoken and written)
Exert a strong commitment to the responsibilities granted
Attend and promote all JIC events

VP Marketing is primarily responsible for the promotion of events by coordinating with the 
VP Events and the marketing team
Extrapolate relevant information through Facebook insights
Head and oversee all events’ promotion
Report to the President and the rest of the team with updates on the progress of events
Work closely with Director of Academics, as well as the coordinator of the JMSB exchange 
program, Julie Triganne to build exchange student groups (Ex: Outgoing Cocktail, 
information sessions, etc. )
Explore potential collaborations with CASA subsidiaries/external committees when deemed 
fit. Keep close communication with all subsidiaries associated with CASA
Uphold & monitor the quality of JIC communications

VP MARKETING

DESCRIPTION:
 
The responsibility of the VP Marketing is to coordinate the promotion of all of JIC’s events and 
initiatives. This position involves a high level of leadership, as well as the ability to delegate 
responsibilities in an efficient manner. As VP Marketing, it will be your responsibility to maintain 
the quality of JIC’s content across all social media platforms and ensure that each event has the 
best turn-out possible.

REQUIREMENTS: 

1.
2.
3.
4.
5.
6.

MAIN TASKS/EXPECTATIONS:
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Marketing Team

Attention to detail and strong written communication skills 
A creative mindset 
Strong organizational skills and the ability to time manage
An entrepreneurial spirit with a sense of urgency
Frequent use of social media; ability to use a consistent tone across media platforms
Attend and promote JIC events

Creating awareness of the Concordia student exchange program
Work closely with the VP Marketing, and Director of Graphic design to brainstorm creative 
ways to reach students and come up with new content
Communicate with events team to create descriptions for upcoming events
Find relevant material to post that will be appealing for students who wish to travel and 
participate in the student exchange program
Create Facebook groups corresponding to JIC objectives
Drive traffic on social media sites by incorporating engaging content onto the platforms

 DIRECTOR OF SOCIAL MEDIA

DESCRIPTION:
 
This position requires high commitment as you will be responsible for writing and managing 
content put on the official JIC website and social media outlets (Instagram, Facebook, 
Whatsapp, Email). You will work closely with the Events team, the VP Marketing, and the 
Director of Graphic Design to advertise/market JIC’s events through all social media outlets and 
its upkeep. 

REQUIREMENTS:
 

1.
2.
3.
4.
5.
6.

MAIN TASKS/EXPECTATIONS:
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Marketing Team

Attention to detail and strong written communication skills 
A creative mindset 
Strong organizational skills and the ability to time manage
An entrepreneurial spirit with a sense of urgency
Frequent use of social media; ability to use a consistent tone across media platforms
Attend and promote JIC events

Creating awareness of the Concordia student exchange program
Work closely with the VP Marketing, and Director of Graphic design to brainstorm creative 
ways to reach students and come up with new content
Communicate with events team to create descriptions for upcoming events
Find relevant material to post that will be appealing for students who wish to travel and 
participate in the student exchange program
Create Facebook groups corresponding to JIC objectives
Drive traffic on social media sites by incorporating engaging content onto the platforms

 DIRECTOR OF SOCIAL MEDIA

DESCRIPTION:
 
This position requires high commitment as you will be responsible for writing and managing 
content put on the official JIC website and social media outlets (Instagram, Facebook, 
Whatsapp, Email). You will work closely with the Events team, the VP Marketing, and the 
Director of Graphic Design to advertise/market JIC’s events through all social media outlets and 
its upkeep. 

REQUIREMENTS:
 

1.
2.
3.
4.
5.
6.

MAIN TASKS/EXPECTATIONS:
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Marketing Team

Proficiency in Canva. Adobe Photoshop, Illustrator, Indesign, and/or any other relevant 
graphic design software knowledge is a plus.
A creative thinker
Experience editing websites (specifically Wordpress)
Experience in photography and/or videography is an asset 
Attend and promote JIC events

Design all promotional material (i.e. social media graphics, videos/clips, flyers, online 
banners, posters, tickets, business cards) and coordinate the launch of events
Work closely with the marketing team to brainstorm creative ways to reach students and 
come up with new marketing content
Write captions for JIC posts
Keep JIC’s website up to date
Work with JIC’s Director of External to design a sponsorship package

 DIRECTOR OF GRAPHIC DESIGN 

DESCRIPTION:
 
This position will allow you to utilize your creative skills, by creating promotional materials for 
events such as event banners, merchandise, advertisements and other promotional content. 
Additionally, you will be expected to create and manage all relevant content to be published on 
the website.  You will be representing the creative aspects of JIC by translating ideas into visual 
designs! 

REQUIREMENTS:
 

1.

2.
3.
4.
5.

MAIN TASKS/EXPECTATIONS:
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Events Team

Extremely organized with an acute eye for detail
Strong delegation and leadership skills
Strong communication skills
Exert a strong commitment to the responsibilities granted
Attend and promote all JIC events

VP Events is primarily responsible for organizing events, while delegating tasks to other JIC 
members.
Take in team for ideas on the planning and coordination process of events
Head and oversee all JIC events up until they are executed
Work alongside VP Marketing to promote events and coordinate with the Director External 
to receive deals/sponsorships
Report to the Presidents and the rest of the team with updates on the progress of events
Work with VP Finance to create budgets for corresponding events, based on preliminary 
expectations/past events, and work within the budget
Work closely with Director of Academics, as well as the coordinator of the JMSB exchange 
program, Julie Triganne when organizing CSEP related events (Ex: Outgoing Cocktail, 
information sessions, etc.)
Organize at least one major event per month, and one informal event
Explore potential collaborations with CASA subsidiaries/external committees when deemed 
fit. Keep close communication with all subsidiaries associated with CASA
Do post-mortem/reports of events (i.e. organization process, report on budget, fees, 
attendance, execution etc.)
Manage event coordination documents (spreadsheets, forms, etc.)
Uphold & monitor the quality of JIC events

 VP EVENTS 

DESCRIPTION:
 
The responsibility of the VP Events is to coordinate and manage all JIC events. This position 
involves a high level of leadership, as well as the ability to delegate responsibilities in an efficient 
manner. As VP Events, it will be your responsibility to ensure that each event is properly
organized and successfully executed from beginning to end with a given budget. 

REQUIREMENTS:
 

1.
2.
3.
4.
5.

MAIN TASKS/EXPECTATIONS:
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Events Team

Extremely organized with an acute eye for detail
Strong communication skills
Exert a strong commitment to the responsibilities granted
Attend and promote all JIC events

Take in team for ideas on the planning and coordination process of events
Work alongside VP Marketing to promote events and coordinate with the Director External 
to receive deals/sponsorships
Report to the Presidents, the VP Events and the rest of the team with updates on the 
progress of events
Work with VP Finance to create budgets for corresponding events, based on preliminary 
expectations/past events, and work within the budget
Work closely with Director of Academics, as well as the coordinator of the JMSB exchange 
program, Julie Triganne when organizing CSEP related events (Ex: Outgoing Cocktail, 
information sessions, etc.)
Organize with the help of VP Events at least one major event per month, and one informal 
event
Explore potential collaborations with CASA subsidiaries/external committees when deemed 
fit. Keep close communication with all subsidiaries associated with CASA
Do post-mortem/reports of events (i.e. organization process, report on budget, fees, 
attendance, execution etc.)
Manage event coordination documents (spreadsheets, forms, etc.)
Uphold & monitor the quality of JIC events

 DIRECTOR OF EVENTS 

DESCRIPTION:
 
The responsibility of the Director of Events is to assist the VP Events in creating and managing 
all of JIC events. This position involves a high level of initiative, as well as the ability to perform 
tasks in an efficient and timely manner. As Director of Events, it will be your responsibility to 
ensure that each event is properly organized and successfully executed from beginning to end 
within a given budget.

REQUIREMENTS:
 

1.
2.
3.
4.

MAIN TASKS/EXPECTATIONS:
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External Team

Sociable and a strong ability to network
Professional Pro-active and curious
Fluent in English and French; both written and oral
An approachable personality
Work closely with VP Events to acquire necessary merchandise for corresponding events
Attend and promote JIC events

Prepare the sponsorship package with the help of the Director of Graphic design and the 
Presidents
Develop and maintain a strong relationship with our current sponsors
Find potential sponsors for JIC and sign at least one new sponsor in your mandate
Discover sponsors and merchandise for each JIC event in order to help lower costs, offer 
products to students, and raise awareness.
Maintain communication with VP Externals from other CASA Subsidiaries to generate ideas 
on new sponsorship opportunities

DIRECTOR OF EXTERNAL RELATIONS (x2)

DESCRIPTION:
 
The VP external will primarily be responsible for coordinating with the director of External and 
ensuring that the team sets monthly objectives. They will also be responsible for documenting a
list of contacts that they’ve already reached out to.

As a team, your responsibility lies in finding new sources of income and products for the 
committee, as well as flourishing existing relationships with previous sponsors. Whether it’s
calling big or small companies, meeting with them and signing contracts, or simply getting 
companies to sponsor events, your duty is to represent and assure JIC’s best interests. This 
position will help any business student polish his or her selling abilities, professionalism and 
networking skills! You will also learn, through a hands on approach, how to develop 
relationships in any business and initiate contact with a great pitch!

REQUIREMENTS:
 

1.
2.
3.
4.
5.
6.

MAIN TASKS/EXPECTATIONS:
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Projects Team 

Strong delegation and leadership skills
Strong external presence
A creative mindset
Strong communication skills
Problem solving
Ability to create and reinforce deadlines, objectives, and goals

The VP Projects main responsibility is organizing and executing JIC’s Project Global
Delegate tasks to the projects team while having open communication
Work closely with the VP Finance during the summer to create the Project Global trip
budget and have follow ups to make sure the trip is within budget
Report to the President and the rest of the team with updates on the progress of the 
Project Global trip
Apply to external and internal funding’s if necessary
Monitor and reinforce deadlines and objectives
Develop and maintain strong relationships with new and previous schools that JIC has 
partnered with

VP PROJECTS 

DESCRIPTION:
 
As the vice president of projects, you are responsible for creating and managing JIC’s Project 
Global trip. This position involves a high level of leadership as well as communication skills. You 
alongside the projects team will be responsible for contacting many venues and schools 
around the world to create the best trip available for the students.

REQUIREMENTS:
 

1.
2.
3.
4.
5.
6.

MAIN TASKS/EXPECTATIONS:
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Projects Team 

Extremely organized with an acute eye for detail
Exert a strong commitment to the responsibilities granted
Have the ability to multitask
Be available for at least 3 hours per week for Office hours and weekly meeting
Attend and promote all JIC events

Work alongside Presidents and VP Marketing to promote projects following a strict deadline
Report to the President, the VP Events and the rest of the team with updates on the 
progress of projects
Work with VP Finance to create budgets for corresponding events, based on preliminary 
expectations/past events, and work within the budget
Manage event coordination documents (spreadsheets, forms, etc.)

DIRECTOR OF PROJECTS (2) 

DESCRIPTION:
 
The responsibility of the Director of Projects is to assist the VP Projects in creating and 
managing JIC’s Project Global. This position involves a high level of initiative, as well as the ability 
to perform tasks in an efficient and timely manner. As Director of Projects, it will be your 
responsibility to ensure that the few events you do organize are executed to as close to 
perfectly as possible. 

REQUIREMENTS:
 

1.
2.
3.
4.
5.

MAIN TASKS/EXPECTATIONS:
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VP Internal

Extremely organized
High interpersonal skills
Capable of working under pressure and able to respect deadlines
Quick with email replies
Note taking skills
Attend and promote JIC events
An asset if you are skilled in IT

Responsible for all scheduling based on availabilities: meetings, tabling, office hours, etc.
Assist the President in issuing the respective agenda one day before meeting dates, and 
transcribing minutes during said meetings
Responsible for communicating with incoming exchange students either by email or 
through JIC event pages on social media outlets
Responsible for office maintenance and room bookings
Assist VP Events in booking spaces/classrooms at the University through the official event 
booking database ‘Hospitality’ as well as applying for permits (food, alcohol, etc.) for 
corresponding events when necessary
Responsible for scheduling JIC office hours
Ensuring that all members of JIC attend meetings and meet their requirements.
Monitor and Reinforce Deadlines.
Maintain the JIC email account: info@jic-jmsb.ca

DESCRIPTION:
 
You are responsible for acting as the liaison between other CASA subsidiaries and JIC. It is your 
role to inform the executive team of upcoming meetings and relevant conferences. One major 
task of the VP Internal is creating JIC’s BoD reports.

REQUIREMENTS:
 

1.
2.
3.
4.
5.
6.
7.

MAIN TASKS/EXPECTATIONS:
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VP Finance

Accounting skills
Organized and thorough
Attention to detail, meticulous
Timely with cheque requisitions
Be available for at least 3 hours per week for Office hours and weekly meeting
Attend and promote JIC events

Basic knowledge about the CSEP program
Update and maintain the ledger and journal entries
Responsible for all financial transactions and ensuring that such are subject to CASA’s
financial policies
Building and adapting the budget to ensure feasibility
Keep JIC team informed on the financial situation of committee after each event and briefly
during each meeting.
Submit cheque requisitions in a timely manner
Works closely with the JIC member responsible for each event in order to reduce costs.
Ensure that budgets are respected for every event
Attend VP Finance meetings with CASA
Create and get approval for annual budget

DESCRIPTION:
 
The responsibility of the VP Finance is to manage all the financial duties of the committee. The
VP Finance is the resource person for ensuring that the committee stays within budget and is in
good financial standing. You will receive experience in bookkeeping, budgeting, and managing
money.

REQUIREMENTS:
 

1.
2.
3.
4.
5.
6.

MAIN TASKS/EXPECTATIONS:
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Equity, diversity & inclusion

 Be passionate about EDI values 
High interpersonal skills
Attend and promote JIC events
Quick with email replies
Responsible for identifying, developing, and implementing strategies to meet the EDI 
objectives 
Planning and coordinating workshops 

Internal auditing 
Monitor speakers
Consult with DC and equity office 
Consult with other EDI directors 
Internal EDI workshops 

DESCRIPTION:
 
Description
The responsibility of the Director of EDI is to identify, develop and strategies that meet the EDI 
objectives, be an active member of the diversity committee and to be passionate about EDI 
values. They will work closely with the VP internal to organize internal workshops and consult 
with both the equity office and the diversity committee.

REQUIREMENTS:

1.
2.
3.
4.
5.

6.

MAIN TASKS/EXPECTATIONS:
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Team structure
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The JIC team thanks you for your 
time and interest. 

 
We hope to work with you in the 
near future and wish you all the 

best. 


