
The Director is responsible for guiding the strategic direction for the group, and is the 
Chair of the Executive Committee. The Director is the primary event and activity orga-
nizer of the SDA, possess signing authority on the group bank account, and chairs all 
group meetings. It is the Director’s role to ensure that all group activities and resourc-
es are devoted to meeting the group’s objectives, as defined by the SDA’s Mission, Vi-
sion and Value statements described in this document. This includes ensuring that the 
SDA Executive Team is not doing contract design work, except in a fundraising capac-
ity, and is focused on creating opportunities for the General Membership. The Director 
has the authority to delegate tasks to all Executive Members, appoint members to 
fill unexpected vacancies, and has final say on group decisions (although veto power 
should be exercised with restraint). The Director must also complete annual training 
with Student Group Services as part of the registration requirement as outlined in the 
UAPPOL Student Group Procedure. Duties include—

1 Organizing the Executive Team in all endeavours, including events and long-term 
projects. This includes the delegation of tasks, morale building, and deadline setting. 
This also includes pre-defining expectations for individuals and teams to ensure that 
all parties have come to an understanding prior to setting out on a project.

2 Primary media contact.

3 Primary program administration contact, maintaining a close relationship with both 
the current undergraduate advisor, and the SDA faculty advisor, at minimum.

4 Publishing team meeting plans in advance of any group meeting.

5 Ensuring the group is following procedure, including the SDA Constitution, related  
SDA internal documentation, University of Alberta procedures, and Student’s Union 
procedures.

6 Ensuring that all SDA activities have reasonable value and relevance to the General 
Membership.

7 Ensuring that long term health is maintained by using the SDA Transition Packages 
and that transition from year to year is smooth and effective, with as little lost infor-
mation as possible.

Di
re

ct
or

SDA



The Vice Director is the group’s second in command, chairing meetings if the Director 
is not present, coordinating smaller projects, and possessing signing authority on the 
group bank account. A primary function of the Vice Director is to be the “man on the 
ground” - all other Executive Members must bring their task specific issues to the 
Vice Director, who then must use their best judgment to determine whether or not to 
bring the issue to the Director or deal with it directly. If the issue is not large enough 
to be escalated, it is the Vice Director’s responsibility to assist the team member in 
solving the issue at hand. The Vice Director also possesses the authority to delegate 
tasks to other team members, unless such orders would contradict the Director. The 
Vice Director should be active in their involvement, and is an initiative based position, 
requiring consistent attention to the group’s activities, and individual member’s tasks. 
Duties include—

1 “Putting out the small fires”: assisting team members in solving issues or escalating 
issues to the Director. This may mean supporting team members in any other position.

2 Holding team members accountable to deadlines. This involves checking in with 
each Executive Member on a frequent basis to discover if they are having any set-
backs, need any support, or need prompting.

3 Organizing minor events, if asked by the Director (such as networking events, or 
movie nights.) This requires delegation of tasks, and coordination with the Director.

4 Supporting the Director in any group related capacity, if asked.
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The Treasurer is responsible for management of the SDA’s current and long term finances. 
The Treasurer possesses signing authority on the group’s bank account, and is respon-
sible for understanding how and where money is spent and earned. The Treasurer is also 
responsible for several administrative duties, including granting and insurance related 
activities. Duties include—

1  Management of group funds, including allocation and budgets. The Treasurer must 
create a budget before every event—the time to do this should be taken into account by 
the Director when planning.

2 Creating a year end financial report by April 30th of each year, compiling all expenditure 
and revenue into a single document, with a breakdown of each event and initiative. This 
is absolutely imperative, and is a major responsibility. These documents are useful as 
precedent for future funding.

3 Making regular cash deposits if the group’s cash float is exceeded (for instance, during 
an event or fundraiser.)

4 Recommending the approval or rejection of specific expenses to the Director.

5 Obtaining licensing and permitting for alcohol or other considerations.

6 Ensuring event waivers are used and signed when necessary.

7 Locating and applying for grants.

8 Researching and purchasing insurance where necessary.

9 Curating the group’s long term financial records, and ensuring that previously estab-
lished record keeping practices are followed. This is a major component to the success 
of an organization, and must be made a priority.

10 Completing annual training with Student Group Services as part of registration require-
ments outlined in the UAPPOL Student Group Procedure.
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The Graphic Design Lead serves as the group’s primary graphic content creator, as well 
as a brand consistency monitor for all internal and external media. This position is in 
charge of leading any event or organizational branding efforts, and has the authority to 
make decisions on the graphic direction of minor projects, superseded only by the Direc-
tor. For major projects, the Graphic Design Lead will establish a timeline with the Director, 
and submit a branding identity proposal to the team, before further refinement. The 
distinction between major and minor project, and whether or not a proposal is necessary 
will be determined by the Director prior to the project beginning. Once a project’s graphic 
content has been created, the Graphic Design Lead is responsible for outlining specifi-
cally how the content should be implemented, and liaising with print shops to order any 
printing that may be necessary. With the approval of the Director, the Graphic Design 
Lead can delegate graphic content creation to other members of the SDA, but retains the 
authority to approve all final designs. This position works closely with the Web Coordina-
tor, the Communications Officer, and the Copywriter. Duties include—

1  Creating all graphics for posters, newsletters, promotional material, events, and social 
media, etc.

2 Creating or improving the SDA’s internal branding guidelines.

3 Formatting any new internal documentation.

4 Delegating design work to other team members as described above, and leading any 
large, team based branding efforts.

5 Reviewing all internal and external graphics and documentation for brand consistency, 
and recommending changes if necessary.

6 Required to upload all completed working files to the current communal file sharing 
system (ie. Google Drive) during a project, or within one week of a project’s completion. 
Files should be named and organized according to the group’s Guidebook, and should 
include all working files - editable, packaged and unlocked. (ie. no flattening of elements 
or otherwise preventing future editing or use).Gr
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The External Liaison is responsible for relationships and interactions between the SDA 
and outside entities. This position primarily focuses on strengthening bonds with the Art 
and Design Department, other student groups at the U of A, and other organizations that 
could benefit the SDA’s Membership, and further the group’s core goals and objectives. 
This role requires a highly self-motivated individual who is able to consistently maintain 
professional relationships, and is an active member of the greater design community. 
Duties include—

1 Sitting in on Design Faculty board meetings, as an advocate for student interests, and 
as a conduit for updates and information.

2 Managing any external calls for work or job postings, and channeling offers to the ap-
propriate team members for posting.

3 Liaising with outside entities and creating awareness about what the SDA’s activities.

4 Building meaningful relationships within the design community and related organiza-
tions. (eg. MADE, MSE, BSA, EEDC, GDC, etc.)

5 Finding and pursuing sponsorship opportunities. The External Liaison is the team lead 
on all sponsorship related endeavours.
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The Membership Coordinator carries out all organizational and facilitative tasks in regards 
to General Members, and some administrative duties in regards to Executive Members, 
and Members-at-Large. Specifically, the Membership Coordinator is responsible for the 
coordination of all volunteering efforts of General Members, and tracking the involvement 
of all three member groups, as well as other membership related initiatives, such as 
organizing recruitment or promotion. Duties Include—

1  Keeping a roster of current members and their good or bad standing.

2 Managing General Members and coordinating volunteers during events. This includes 
establishing what the SDA’s volunteer needs are, and finding General Members to fill each 
position. In this capacity, it is necessary for the Membership Coordinator to work closely 
with the event or initiative organizer (Director, or Vice Director.)

3 Tracking all volunteer hours on behalf of the organization.

4 Organizing the logistics of talking to classes about events and recruitment.

5 Providing written confirmation of General Member involvement.

6 Meeting monthly with the four Representatives to find out about the needs, wants and 
concerns of the member base, and escalating any concerns relevant to the team at the 
next Executive Meeting.
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The Copywriter is the voice of the SDA. This position creates all major copywriting for 
internal and external documentation, and requires strong communication and writing 
skills. This position also requires the ability to create a consistent and professional voice 
in various, sometimes sensitive, situations. The Copywriter must use their best judgment 
to determine when communication must be sensitively worded, and should work closely 
with the Director in such cases to ensure communication is appropriate and professional. 
The Copywriter is only responsible for assembling information into a coherent document, 
all information and decisions are created and compiled by other team members prior 
to writing. All major writing must be read by the Director prior to release or publishing. 
Duties include—

1 Grant writing.

2 Writing press releases for events and other publicity related activities.

3 Writing the content for mass emails and newsletters. The Copywriter is not responsible 
for formatting and sending these emails (which is the responsibility of the Communica-
tions Officer.)

4 Writing external event information and guides (for a large events, this may include work 
submission instructions, acceptance and rejection letters for participants, volunteer 
instructions, announcements and reminders.)

5 Sponsorship related writing (including sponsorship packages, cold-call emails, and 
letters of recognition.)

6 Poster and promotional writing (not including any social media — Facebook, Instagram, 
and Twitter posts are all written by the Communications Officer, with the exception of 
major announcements, at the discretion of the Director.)

7 Writing any internal documentation, in collaboration with the Director or appointed 
team members (ie. any new policies or guidelines.)

8 Major written web content.

9 Reviewing and editing any major group writing not written by the Copywriter, prior to 
release or publishing.
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The Communications Officer is a largely administrative role, with a social media compo-
nent. Duties include—

1 Management of the group’s social media, including, but not limited to: Facebook, In-
stragram, and Twitter. This includes replying to messages, making posts on all accounts 
regularly, and promoting the SDA via social media. Social media is an easy avenue to 
increase the transparency of the SDA, and showcase our activities to our members. 
Posting should be frequent (at least one Instagram post per week), and approach should 
be friendly, but professional. Facebook posts should be tailored to professional develop-
ment, event updates and photo galleries. Instagram is most suited to casual posts. Event 
banners and imagery will be supplied by the Graphic Design Lead. Major announcements 
are written by the Copywriter position, at the discretion of the Director, but all other 
social media posts are written by the Communications Officer.

2 Formatting and sending of all newsletters and mass emails. This includes management 
of MailChimp (or equivalent service) and mailing lists. Content for newsletters and mass 
emails will be written by the Copywriter, and graphics (if necessary) will be created by 
the Graphic Design Lead.

3 Weekly monitoring of the “submissions@thesda.ca” email, and responding or forward-
ing where necessary. The Director should be CC’d on all major correspondence.

4 Compiling submissions information for events or shows. This includes taking raw sub-
mission data and organizing it for jury meetings, or for other uses.

5 Taking meeting minutes at all meetings.

6 Checking the SDA’s mailbox in the Art and Design office at least once every two weeks 
for correspondence.
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The Web Coordinator is the chief administrator of the website and all it’s related functions. 
This is both a web development and design position, and will require working closely with 
the Copywriter for content, and the Graphic Design Lead for custom graphics. The Web 
Coordinator is an essential role to the organization, and will require a proportional time 
commitment. Duties include:

1  All technical aspects of running a website, including maintenance and coordination 
of domains, hosting services and web editors. This may involve fixing bugs, managing 
domain payments, or communication with technical support.

2 Implementation (uploading and placement) of content created by the Graphic Design 
Lead and Copywriter (for instance, graphics and text created for a new event, or new 
page on the website.)

3  Website layout and formatting.

4  Updating minor content, including posting job offers, managing an online calendar or 
updating a web blog, and making the small daily changes necessary to keep the website 
relevant.

5 Long term improvement of the website. The Web Coordinator is encouraged to have 
one large project per semester, such as the improvement of an existing feature, or the 
addition of a new feature. Discussed with the Director at the beginning of each term.
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The Industrial Design and Visual Communication Design Representative positions, in both 
300 and 400 level, provide fluidity to the organization based on situational needs. These 
positions are intended to provide support when and where it is required as decided by 
the Director or other team leads. This is a wide scope of responsibility, and represen-
tatives must be both flexible and dependable. For example, a representative could be 
asked to aid in the preparation of promotional materials, assist in researching grant ap-
plications, pick up printed materials, or take the lead on a smaller event. Tasks assigned 
to representatives will vary in complexity and time commitment, and personal workloads 
will be taken into account by the Director. A central function of the Representative’s 
position is relaying information between the SDA Executive Team and the General Mem-
bership, which includes advocating for General Members during Executive meetings, and 
relaying information to the General Membership. This means representative should be 
highly involved individual in their respective years and must strive to be active leaders 
and listeners in their cohort. This position will be the first point of contact most general 
members have to the executive team. Duties include—

1 Actively meeting and connecting with other students in the program, especially in the 
same year. This means making a conscious effort to become acquainted with class-
mates that have not yet been met - an activity which, beyond having personal benefits, 
will allow strong communication between the SDA and its membership. This is a network-
ing focused duty.

2 Relaying information and decisions to the General Membership while supporting the 
goals of the SDA. As a peer-to-peer interaction, this role is a critical point of contact and 
provides a personal touch-point for the organization.

3 Responsible for visiting classes to talk about upcoming events, decisions and other 
information the SDA wishes to disseminate. Representatives will work closely with the 
Membership Coordinator to organize these visits.

4 Responsible for supporting the SDA in any area requested by the Director. The SDA will 
likely be committed to several projects of varying levels of involvement at any given 
point in the year, and Representatives may be asked to support one or several projects 
at any given time. This will be the largest duty for Representatives and likely constitute 
the majority of their efforts.

5 The final responsibility of a Representative is to proactively contributing to meetings, 
projects and initiatives, and speak up during meetings with personal opinions. Being pro-
active also includes asking the Director or Team Lead for tasks, or volunteering for tasks 
when a job needs doing. Despite being an entry level position, Representatives have the 
ability to make meaningful contributions to the SDA’s efforts.ID
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The Industrial Design and Visual Communications Design Grad Chairs are responsible 
for forming, and managing the Grad Committee. The Grad Chairs have no responsibility 
to the rest of the SDA’s activities, save actively communicating the Grad Committee’s 
intentions if they may affect the SDA’s activities. Both Grad Chairs have signing authority 
over the Grad Committee bank account, as well as spending approval on behalf of the 
Grad Committee. Grad Chairs do not have authority over other SDA finances. Candidates 
for ID Grad Chair must have already taken core 500 level Industrial Design courses, or be 
taking them during the year of their term as Chair. Candidates for VCD Chair must have 
taken core 500 level Visual Communication Design courses, or be taking them during the 
year of their term as Chair.
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