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CO-PRESIDENTS 

POSITION PURPOSE 

The Co-Presidents are responsible for engineering the overall direction, strategy and 

aspirational goals of the UNSW Law Society, as well as ensuring the everyday functionality, 

management and advancement of the Society. The Co-Presidents are ultimately responsible 

for, and accountable for everything that the UNSW Law Society does. 

 

ELIGIBILITY 

All those enrolled in an LLB or JD for the entire duration of the year will be eligible to apply. 

Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

• Supervising all of LawSoc’s portfolios, and ensuring that all portfolios are achieving their 

key objectives on-time and to a sufficient standard 

• Overseeing the society’s sponsorship procurement and obligations, which includes: 

o Attending some sponsorship meetings with the Sponsorship director, and other 

meetings with Firms and managing sponsor relations 

o Overseeing the management of relations with partner and supporter organisations 

o Ensuring that all sponsorship obligations are met by Executive and Cabinet 

members in the execution of their roles 

• Ensuring all Executive perform their roles and duties appropriately, and ensuring Cabinet 

remains motivated and on-task 

• Maintaining cohesion, team-work and collegiality in the entire Cabinet and Executive 

• Resolving disputes/conflicts, and managing concerns about Executive underperformance 

• Resolving members’ grievances  

• Ensuring the responsible fiscal management of the UNSW Law Society 

• Developing strategic vision for the UNSW Law Society and overseeing the strategic 

execution of the Society’s aspirational goals during the course of their term, and over an 

extended 3-5 year period 

• Implementing and driving strategic reform of the UNSW Law Society 

• Developing and revising policy and regulations where required 

• Chairing all UNSW Law Society meetings, including Cabinet meetings, Executive 

meetings, Extraordinary General Meetings and the Annual General Meeting  

• Ensuring the Society complies with its Constitution and Regulations, and the regulations of 

Arc @ UNSW 

• Maintaining positive relations with the UNSW Law Faculty. This includes: 

o Sitting on various Faculty committees and working parties (e.g. the Faculty Student 

Representatives Committee, School Meetings, UG Committee, JD Committee 
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meetings) 

o Attending fortnightly meetings with the Head of School and the Dean 

o Liaising with the Faculty’s marketing/promotions team, the Faculty manager, and 

support staff 

o Attending the Law Faculty Advisory Council meetings 

o Working closely with the Alumni Officer and the Development Officer to help 

execute a number of Alumni events and initiatives  

o Providing student input into any initiatives run by the UNSW Law Faculty 

• Representing the Society at the Australian Law Students’ Association (‘ALSA’). This 

includes attending ALSA’s three annual Councils. 

• Representing the UNSW Law Society on the NSW Young Lawyers’ Special Council for 

Law Student Societies (‘SCLSS’) and ensuring the strategic vision of SCLSS is realised at a 

cabinet level 

• Attending all major events as the key representative of the UNSW Law Society 

• Maintaining positive relations with Law Revue Society and providing them with support 

where necessary 

• Approving all publications, including the Weekly Newsletter (The Brief) and all Careers, 

Administration, and Education publications 

• Taking over any activities or responsibilities where Cabinet members underperform or fail 

to act  

• Approving all budgetary expenditure and meeting weekly with the Treasurer to approve all 

reimbursements and spending by the Society 

• Preparing a comprehensive handover package for the next Co-Presidents 

• Overseeing the handover process from the current Cabinet to the next Cabinet and 

organizing a training weekend for the next Executive 

 

COMMITMENT LEVEL 

What is the commitment level? 

The commitment level of the Co-Presidents is very high. This is particularly because the Co-

President system means that the Presidents work largely independently from their Cabinet, 

and need to resolve and complete most “broad Society-wide” tasks (that are outside of 

specific portfolios) on their own. 

It is difficult to predict when complications and problems arise, therefore the Presidents need 

a high commitment level in order to appropriately and quickly respond to problems at short 

notice. 

What are the busiest times of the year? 

• During the summer before Semester 1 ensuring that all Executive are well-trained, briefed 

and on-track, and have developed their goals, plans and timetables. 

• During the summer before Semester 1 ensuring all sponsorship arrangements are locked in 

and that Cabinet have developed their event reports and developing the yearly budget 



4 
 

• During O-Week, being present at all LawSoc Welcomes – including the UG Welcome, the 

JD Welcome and the PG Welcome events 

• When various Publications are launched – ensuring these are proofed by the Presidents and 

they comply with the Society’s standards  

• During semester one when many sponsorship obligations need to be met 

• In 2nd semester when many Cabinet and Executive members begin to become 

overwhelmed, unmotivated or under-perform 

• During ALSA July Conference, and during April and October Councils 

• When any EGMs and the AGM are held 

• During Elections for the next term 

• During handover with their successors 

• When resolving “crises”, disputes and conflicts. (These happen at various times throughout 

the year, but often cannot be predicted in advance.) 

 

To what extent are the Co-Presidents expected to work during the summer holidays? 

The Co-Presidents are expected to do a large amount of work during the summer holidays. 

The Co-Presidents will be required to spend 10-20 hours per week on LawSoc commitments 

in the month before Semester 1 starts.  

 

ENVIRONMENT AND POSITION CHALLENGES 

The work load of the Co-Presidents is very high and this requires ongoing resilience, 

motivation and a positive attitude. The Co-Presidents need to ensure they adequately support 

one another, maintain a positive relationship with each other and stay motivated if they are 

not well supported by their Cabinet. 

The Co-Presidency requires excellent communication and teamwork skills between the two 

Co-Presidents. The Co-Presidents must regularly meet and communicate in order to ensure 

there is not a relationship breakdown. 

The Co-Presidents often have to make unpopular decisions in order to resolve conflicts or to 

ensure the integrity of the Society. The Co-Presidents need to keep their resolve and ensure 

that problems are resolved fairly and justly. 

The Co-Presidents will face problems in relation to Executive motivation and 

professionalism, and will need to proactively develop strategies to ensure that the Executive 

team is motivated, well-briefed and works as an effective team unit.  

The Law Society faces many ongoing challenges, e.g. problems of membership/collegiality 

within the Society, problems of team-work and motivation within the Executive, the need to 

professionalise our financial documentation and processes, the need to expand the range of 

careers opportunities we offer students, the need to better accommodate for a variety of 

students etc. The Co-Presidents need to do more than “survive” the day-to-day management 

of the Society; they should also think of strategies and initiatives to help develop and 

progress the Society. This requires the Presidents to not lose sight of the broader picture. 
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REQUIRED SKILLS 

• Strong leadership skills 

• Enthusiasm and a friendly demeanour 

• Motivation, resilience and dedication  

• Excellent time management and organizational skills 

• High degree of professionalism and maturity and an excellent work ethic  

• Perseverance and sustained focus on projects 

• Professional email/phone/in-person etiquette when representing LawSoc to External bodies 

• Ability to resolve disputes and orchestrate conflict management 

• Foresight and good judgement when making difficult decisions 

• Ability to appropriately delegate, and encourage team-work within Cabinet and the broader 

Executive 

• Capacity to think critically and creatively about how to reform and develop the Society 

RECOMMENED EXPERIENCE 

• Previous experience within the Law Society 

• Previous leadership experience in other Organizations 

• Previous experience in dealing with the Faculty or Sponsors 

• Previous experience in managing disputes and conflicts 

 

RELATIONSHIPS 

The Co-Presidents supervise all of Cabinet, the Secretary, the Treasurer, and the broader 

Executive. The Co-Presidents are held accountable by Cabinet and the UNSW Law Society 

members. 

The Co-Presidents collaborate with the Vice-Presidents to achieve projects and tasks and they 

also work closely with the UNSW Law Faculty in executing a number of events and 

initiatives.  

The Co-Presidents frequently liaise and communicate with External bodies including the Arc, 

NSW Young Lawyers, ALSA, the Law Society of NSW, Law Revue and other LSSs across 

the country. 

 

PREDECESSORS’ CONTACT DETAILS 

Co-President (Female): 

Marie Iskander 

marieiskander91@gmail.com  

0424 499 466 

Co-President (Male): 

Benjamin Heenan 

bh@live.com.au   

0422 474 439 

 

mailto:marieiskander91@gmail.com
mailto:bh@live.com.au
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SECRETARY 

POSITION PURPOSE 

The Secretary is responsible for the internal management of the UNSW Law Society at a 

cabinet and executive level. The Secretary is key to the internal management at a cabinet 

level, and coordination of executive wide administration not covered by the Administration 

portfolio. 

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

 Ensuring the Society adheres to its Constitution and Regulations 

 Management of UNSW Law Society meetings, including: 

o Formulation of minutes, in liaison with the chair of the meeting; 

o Collation and distribution of all relevant documentation 

o Minute taking 

o Office Management 

 Overseeing the general governance of the UNSW Law Society and ensuring the Law 

Society is compliant with its reporting requirements  

 Coordination of society wide logistical tasks, such as room bookings 

 Liaising with Arc  

 Maintaining the UNSW Society’s online databases  

 

COMMITMENT LEVEL 

The commitment level of this role is high. Work is reasonably consistent throughout the year, 

as many tasks are reoccurring and regular. Workload may peak around the AGM or EGM(s). 

 

To what extent is the Secretary expected to work during the summer holidays? 

Planning work is required for systems in order to deal with UNSW Law Society wide tasks 

efficiently.  

 

ENVIRONMENT AND POSITION CHALLENGES 

Dealing with cabinet members provides a challenge in itself, as the Secretary, in conjunction 

with the Presidents, has a strong first-hand role in keeping them accountable. This also 

includes chasing up reports and ensuring that the Secretary is familiar with all the UNSW 

Law Society’s regulations and that Cabinet and the Executive are compliant with these. 
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REQUIRED SKILLS 

Essential 

• Extremely organised and efficient with the ability to plan, prioritise and continually meet 

deadlines whilst ensuring high attention to detail. 

• Team oriented with the ability to work autonomously. 

• Excellent communication skills via email, in person and over the phone. 

• Strong project management skills. 

• Proficient use of Microsoft Office programs, and Google products (e.g. Google Drive, 

Google Documents etc). 

 

Desirable 

• Strong desire and ability to learn and share knowledge with an ability to adapt quickly. 

• Highly skilled at the use of Microsoft Office programs, and Google products (e.g. Google 

Drive, Google Documents etc). 

 

RECOMMENED EXPERIENCE 

A background in logistical or operational facilitations.  

Previous experience in a similar role in a smaller organisation would be desirable. 

 

RELATIONSHIPS 

The Secretary reports to the Co-Presidents. Vice-Presidents should report to the Secretary 

ahead of meetings, sending their portfolio updates, event reports and communicating any 

apologies to the Secretary.  

The Secretary will also build relationships with external bodies; these include satisfying 

reporting requirements with the ACNC and Arc. These external relationships may expand as 

the role expands. 

The Secretary also collaborates with the Cabinet and the broader Executive. 

 

PREDECESSORS’ CONTACT DETAILS 

Bartholomew Oswald  

b.oswald@student.unsw.edu.au 

  

mailto:b.oswald@student.unsw.edu.au


8 
 

Vice-President (Activities) 

POSITION PURPOSE 

The portfolio’s purpose is: 

(1) To engage the student body with the Law Society. 

(2) To facilitate the social integration and interaction of students within the Law 

Society. 

(3) To improve the wellbeing of students by organising events and programs 

alternative to study. 

(4) To provide an inclusive and fun culture within the society. 

 

The role of the Vice-President (Activities) has been revised, amending its purpose to broaden 

the scope of the portfolio to reflect the true goals of the portfolio. The portfolio exists 

primarily in order to engage the student body with the society in order to allow it to take 

advantage of all the support mechanisms that the UNSW Law Society provides. It achieves 

this purpose by running a variety of events across the year that allows students to network, 

form relationships within the society and engage with other events provided by the society. 

The amendments to the portfolio seek to reflect the reality that the portfolio has a 

multifaceted approach to engagement which currently includes social events, sports events, 

musical events yet fails to include other student engagement initiatives such as LawPLUS 

and merchandising which serve an important cultural purpose.  

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

 Planning the calendar year’s events in consultation with the portfolio in congruence 

with the purpose listed above. 

 Overseeing and delegating the execution of these events to the relevant members of 

the portfolio. 

 Reporting to cabinet at each meeting on the progress of the portfolio, upcoming 

events. 

 Working as a member of cabinet to discuss, plan and make valuable contribution to 

the future direction of the Law Society. 

 
Key Events and Outcomes 

 Law Ball 

 Law Camp 

 Law Launch 

 Co-ordination of the LawPLUS program 

 O-Week Introduction BBQ 
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 End of Year Event 

 Lawlapalooza 

 Intervarsity Sports Day 

 UNSW Law v UNSW Medicine Sports Event 

 UNSW Law v USYD Law Sports Event 

 Personal Training 

 Internal Law Society Sports Competitions 

 Effective management of the UNSW Law Society Band 

 Exploring options to promote a positive culture about the Law Society e.g. through 

merchandising or other events. 

 Pending the structure of the JD portfolio, liaising with the Vice-President (JD) to 

execute JD specific events.  

 

COMMITMENT LEVEL 

The role involves a high level of dedication and time commitment. Events are spaced across 

the year and as such the workload is consistently heavy across the year. 

What are the busiest times of the year? 

 Leading up to Law Ball 

 Leading up to Law Camp 

 Leading up to Law Launch 

 Across the duration of LawPLUS 

 Leading up to End of Year Event 

To what extent is the Vice-President (Activities) expected to work during the summer 

holidays? 

A high level of effort is required over the summer holidays in order to plan the events of the 

year, set expectations, host team socials/mix-and-meets and train the portfolio. 

 

ENVIRONMENT AND POSITION CHALLENGES 

The portfolio’s key goal is to engage the student body with the UNSW Law Society, and thus 

it must create events that cater to the diversity that exists in that body. The challenge for the 

Vice-President (Activities) is to devise a program of events that is suitable to engage the 

student body to the broader function of the Law Society through inclusivity and exciting 

events. 

Additionally, law students face increasing well-being issues. The Vice-President should aim 

to provide an alternative to study to reduce to the burden of stress associated with the heavy 

workload of studying law. The portfolio should develop initiatives that promote healthy 

lifestyle, work-life-balance, teamwork and interpersonal engagement in order to support 

students’ mental, emotional and physical well-being. 

 

Furthermore, law students traditionally seek to build a network of contacts whilst at 

university. The portfolio is in a unique position to provide a platform for students to make 

contacts in law at university, both within university as well as at other universities. The Vice-
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President should aim to provide these opportunities to students through a creative array of 

events within the Law Society as well as at an intervarsity setting. 

 

REQUIRED SKILLS 

 Maturity and Professionalism 

 Ability to communicate effectively and relay information promptly to a wide number 

of parties. 

 Approachable personality 

 Creativity in organising events 

 Strong problem solving skills 

 

RECOMMENED EXPERIENCE 

Previous experience in organising events is strongly recommended but is not a pre-requisite 

 

RELATIONSHIPS 

The Vice-President (Activities) reports to the Co-Presidents and is held financially 

accountable by the Treasurer. 

The Vice-President (Activities) is expected to collaborate with Cabinet and will form 

relationships with third party providers and venues; the Roundhouse and the student body 

(LLB, JD and LLM).  

 

PREDECESSORS’ CONTACT DETAILS 

Simon McNamara  

simon.mcnamara1992@gmail.com 

  

mailto:simon.mcnamara1992@gmail.com
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Vice-President (Administration) 

POSITION PURPOSE 

The purpose of this position is to ensure the internal functionality and organisation of the 

UNSW Law Society   is   maintained   to a high   professional   standard, as well as 

coordinating the marketing campaigns and online media publications for the Society.   The   

Vice-President (Administration)   ensures   all   records, and online materials of the Society 

are maintained to a high standard.  

The  purpose  of  this  position  is  also  to  ensure  that  LawSoc  has  an  effective  and  

robust  communication   and  outreach  strategy,  by  overseeing  the  website,  social-media,  

email  broadcasting,  publications  and  general  publicity.  The Vice-President 

(Administration) is responsible for ensuring  that  all vital information effectively reaches all 

student members and that all student feedback regarding satisfaction with the UNW Law 

Society is effectively collated and disseminated to Cabinet.  

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

 Ensuring that all Executive members are trained and competent with the administrative 

systems of the society   

 Ensuring all policies, ALSA materials, regulations and other important documents are 

uploaded onto the Society’s online platform, and have been printed out for Office records  

 Ensuring the website is up-to-date and of a high quality  

 Liaising with Faculty with regards to granting room access or where repairs to Office,  or 

access to basement is required  

 Answering any general inquiries about LawSoc (e.g.  emailed questions  from students)  

 Informing Cabinet on any ad hoc feedback that is sent through via email or via online 

feedback form (soon to be developed)  

 Recommending any required Constitutional changes where deemed necessary  

 Review and approve all publications  

 Overseeing the printing and circulation of all publications  

 Ensure all publications are uploaded onto the website  

 Being responsible for the promotion of specific events and initiatives within the society  

and the general Society profile among students  

 Developing hand-over guidelines, processes and documents  
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COMMITMENT LEVEL 

The Commitment level required from the Administration VP is quite high.  

What are the busiest times of the year?  

 Before the commencement of Semester 1, when all plans, deadlines and obligation  

matrixes are developed  

 During EGMs, the AGM and during elections  

To what extent is the Vice-President (Administration) expected to work during the summer 

holidays?  

A large proportion of this role involves organisational work before the beginning of the first 

Semester.  

 

ENVIRONMENT AND POSITION CHALLENGES 

The Vice-President (Administration) is composed of four core teams, including the IT team, 

the Marketing team, The Brief Editors and Member Services Team. The Vice-President 

(Administration) should  also  embrace  the  change  in  demographics  within  LawSoc,  and  

develop new ways to enhance the profile of the society amongst these student.    

LawSoc is a  constituent  club  with  thousands of student  members.  The Administration 

Portfolio has been working towards creating a more collegiate society by disseminating 

relevant information and events to students so that they can gain the most out of the society’s 

events and be informed and aware of the opportunities available to them.  The Vice-President 

(Administration)   will  need  to  build  upon  existing  outreach  methods  to  ensure  a  sense  

of community and to ensure information is delivered.  

 The  different  portfolios  in  LawSoc  operate  largely  independently  from  one  another.  

Although  effort  was  placed  to  facilitate  integration  between  the  portfolios  this  year,  

more  emphasis is needed to ensure that all portfolios are appropriately integrated.  

 

REQUIRED SKILLS 

Essential 

 Excellent organizational skills, and time management skills  

 Ability to develop long term plans, to think creatively  

Desirable 

 Marketing and promotional skills  

 IT skills 

 

RECOMMENED EXPERIENCE 

Experience with a role that involves a high level of organisation as well as experience with 

the Administration portfolio in the UNSW Law Society  

 

RELATIONSHIPS 
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The Vice-President (Administration) reports to the Co-Presidents and is held financially 

accountable by the Treasurer. 

The Vice-President (Administration) should also collaborate with the Secretary and Cabinet. 

The Vice-President (Administration) supervises the:  

 IT Directors 

 Marketing Director  

 Marketing Coordinators  

 Weekly Newsletter Editors  

 

PREDECESSORS’ CONTACT DETAILS 

John Giang 

j.giang@hotmail.com  

  

mailto:j.giang@hotmail.com
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Vice-President (Education) 

POSITION PURPOSE 

This is a Cabinet role, requiring dedication and determination to support and further the 

interests of the law student body, taking a holistic approach to encompass both undergraduate 

and JD students as well as LLM students who subscribe to the UNSW Law Society. As the 

Vice-President (Education) you will be required to lead, facilitate, organise, report and 

develop programs/events for students to further the objectives of mental well-being, student 

support and mentoring, educational support and the sharing of knowledge through 

publications and online portals. The purpose of this role is to facilitate support and guidance 

for law students beyond first year, and throughout their entire degree.  

Please see the proposed Portfolio structure for 2015 below: 

 

   

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

 Education Portfolio budget for 2015 

 Allocation of funding for sponsorship of students’ attendance at relevant conferences 

and community events; 

 Regular Cabinet meetings as agreed upon by Cabinet, during semester and in 

preceding Summer Holidays as well as mid-session break 

 Fortnightly reports to be submitted to Cabinet re Portfolio activities – ensuring these 

reports are accurate and comprehensive 

Education VP 

(1) Student 
Mentoring 

Director 

(2) Student 
Mentoring Co-

ordinators 

(1) Publications 
EIC/Director 

(1) Publications 
Coordinator - 

Online 

(2) Publications 
Co-ordinators - 

Print 

(1) Student 
Support Director 

(1) Educational 
Support Officer 

(1) Student Well 
Being Officer 
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 Event reports to be submitted before and after any events are run by the Education 

Portfolio 

 Regular meetings with separate teams of the Education Portfolio to ensure facilitation 

and execution of all relevant programs and events  

 Liaison with Faculty staff members, external professionals/organisations/firms, 

students, marketing coordinators and any other Law Society representative/member.  

 Duties arising that are necessary to support the functions of UNSW Law Society, the 

President, and Cabinet; and 

 Duties arising throughout the year that are necessary for the fulfillment of the role. 

 UNSW Law Society AGM, EGM, any other meetings attendance compulsory  

 Developing new and exciting initiatives and programs to best assist the student body 

in terms of wellbeing, mentoring, student support, educational support, particularly 

being inclusive of the JD student population as well as undergraduate students. 

 Oversee, lead and assist the Mentoring Team whose responsibilities are: 

o The Law Society Mentoring Program 

o The Freehills Women’s Mentoring Program 

o Assisting in developing new programs to address various groups within the 

law student body  

 Oversee, lead and assist the Student Support Team, whose responsibilities are: 

o Facilitation of Mental Health speaker’s forums  

o Liaising with Mental Health organisations  

o Happy hour events and promotions  

o Assisting in development of new programs to better approach the crucial 

subject of mental health  

o Biannual Study Skills Workshops during StuVac  

o Postgraduate/Exchange/Educational Speaker’s forums and panel/information 

sessions/workshops 

o Online study forums  

 Oversee, lead and assist the Publications Teams, whose responsibilities are: 

o The creation, compilation, distribution of Online Publications, the 

Exchange/Electives Guide, Lawkipedia/First Year’s guide 

COMMITMENT LEVEL 

The position will require an ongoing commitment of several hours per week throughout the 

year for planning, assisting, leading, overseeing, reporting and physical meetings, including 

the mid-year break and throughout the hand-over to the 2016 Cabinet. It is necessary to set 

aside time each week to communicate effectively with the Education Team and fulfill 

reporting and budgetary requirements. It also requires attendance at all Education and general 

Law Society events. It is not a ‘hands off’ VP role, but rather an active role.  
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To what extent is the Vice-President (Education) expected to work during the summer 

holidays?  

The summer holidays are an important period for laying the foundations of a successful year 

for the Portfolio. This will be a crucial period for establishing relationships with the 

Education Team, negotiating and allocating the 2015 Budget, organising events, especially 

for those scheduled early in the coming year, and establish rapport with the Education 

portfolios of other LSS’s. It is also a good opportunity to plan and implement a program for 

Orientation Week that will raise awareness of the Education Portfolio and encourage student 

involvement. The Education VP is also required to represent Law Society at O-Week events 

to welcome new students to the law school. 

 

ENVIRONMENT AND POSITION CHALLENGES 

Challenges of the role include navigating a rather large and new organisational structure. The 

Portfolio is always working develop interesting new initiatives whilst maintaining the quality 

of those already established. There is an ongoing challenge of engaging students in innovative 

and effective ways that meet student needs to better facilitate the objectives of collegiality 

and student support, in various ways. The Vice-President coordinates the Education team, 

meaning leadership, teamwork skills, time management and effective communication are 

crucial to the role. The role is demanding given the size of the Portfolio, particularly in 

ensuring that all teams fulfil their roles, and where objectives may not be met, the VP must be 

ready and willing to fill the shoes and execute necessary action to see the implementation of 

all plans.  

 

REQUIRED SKILLS 

 Teamwork skills 

 Leadership 

 Previous experience in the Education Portfolio or Mentoring programs recommended  

 Personability in liaising with various stakeholders both within and external to the Law 

Society/Law Faculty.  

 Awareness of the issues law students face, with a keen interest in BOTH the Undergraduate 

and JD bodies 

 Excellent time management skills  

 Keen desire to support the student body through creative initiatives 

 Initiative  

RECOMMENED EXPERIENCE 

Involvement in student support programs or the UNSW Law Society Education Portfolio. 

 

RELATIONSHIPS 

The Vice-President (Education) reports to the Co-Presidents and Cabinet and is held 

financially accountable by the Treasurer and Cabinet.  
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Collaboration and Communication 

Due to the cross-overs that exist within the UNSW Law Society Cabinet, it is expected that 

the Vice-President (Education) will engage with other Vice-Presidents to coordinate activities 

and events as necessary. The Vice President will work closely with the Presidents, and with 

their team, as well as with their marketing coordinators to effectively promote events as 

necessary.  

 

PREDECESSORS’ CONTACT DETAILS 

Stella Kim 

stellavkim@gmail.com 

  

mailto:stellavkim@gmail.com
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Vice-President (Juris Doctor) 

POSITION PURPOSE 

To provide representation for JD Students in the UNSW LawSoc’s Cabinet.  To coordinate  

with  other  VPs  and  JD  Officers  to  ensure  that  events  and  activities  are planned, 

targeted and executed keeping the varying needs of JD students in mind. 

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

 Attend all UNSW LawSoc Cabinet meetings 

 Provide cabinet with detailed weekly (or fortnightly) updates as to how the JD 

portfolio is progressing 

 Ensuring the diversity of JD students’ views are canvassed to, and considered by, 

Cabinet 

 Ensuring that JD students’ needs and interests are met by the Society’s goals, 

programs, and aims 

 Developing strategies for communication between JD and LLB students 

 Liaising with the Activities Portfolio to ensure that there are sufficient activities that 

cater for JD students.  

o In addition, organising and holding events including but not limited to: 

 JD student’s orientation events (e.g. during Orientation Week, and in 

Semester 2) 

 JD students at Law Ball (including possibly setting aside tickets for 

students who are starting in second semester) 

 JD specific events, 

 Liaising with the Education portfolio to ensure there is adequate mentoring for JD 

students, including students who start in second semester, and students who are at the 

CBD campus. 

 Liaising  with  the  Careers portfolio  to  ensure  there  is  sufficient  focus  on  

Careers opportunities that interest JD students including but not limited to: 

o For Corporate Careers, providing JD students access to JD students who have 

gone  through  the  clerkship  process  to  answer  questions  about  how they 

found  it,  and  whether  or  not  there  were  differences  between  the 

experience they had and UGs had 

o For non-corporate careers, providing JD students access to JD students who 

have gone into other areas of the legal profession and what their thoughts are 

on the process and how they may have been treated differently 

 Liaising with the Administration portfolio to ensure there is sufficient marketing and 

promotional materials for JD students, including but not limited to: 

o First Year Guides include JD student relevant content o First Year Guides 

available for Semester 2 JDs 

o Weekly Newsletters include JD student relevant content 
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o Looking for new ways to market to the varying needs of JD students outside of 

Facebook, and in particular taking into consideration the needs of students on 

the CBD Campus. 

 Liaising with the Competitions portfolios to ensure that there are meaningful 

opportunities for JD students to enter in Internal competitions run by UNSW LawSoc.  

o In addition, facilitating JD participation in competitions including but not 

limited to: 

 Providing JD only competitions for students who do not fit into the 

criteria required to participate in the current competitions; and 

 Seek ways to provide students who start second semester the ability to 

participate in some competitions during their first semester 

 Lobbying the Faculty, with LawSoc’s Education Portfolio, about relevant educational 

needs of students, and communicating needs of students to the Faculty 

 Providing ongoing recommendations and review to the Society about how to better 

meet JD needs 

 Meet regularly with the JD officers within each portfolio including the JD First Year 

Rep to discuss how you can better represent JD students across the whole law society 

 

COMMITMENT LEVEL 

There is a high level of commitment required for this position. You will be required to attend 

weekly cabinet meetings. Day to day, you will be responsible for responding to any emails 

from other members of the LawSoc or from the student population at large to answer any 

questions or concerns about LawSoc and JD representation. You are also responsible for 

meeting with the JD reps within the portfolios on a regular basis  and ensuring that all of the 

goals are being met. You are responsible for liaising with other members of cabinet to help 

plan, organise and execute events targeted toward JD students, or targeted towards integrating 

JD students. 

 

What are the busiest times of the year? 

 

Generally, it is constant level of commitment required but the beginning of each semester 

tends to be busy organising orientation events for new students and getting your face out 

there so that people know who to contact when they have questions or concerns. 

 

To what extent is the Vice-President (JD) expected to work during the summer holidays? 

 

The JD VP is expected to work during the summer holidays in order to: 

 Help with the transition of the new LawSoc executive 

 Attend cabinet meetings as they are called 

 Assist in the organisation and planning of JD orientation events, and other LawSoc 

orientation events to include more JD students 

 Assist in selecting the JD reps in other portfolios 

 

ENVIRONMENT AND POSITION CHALLENGES 

JD students are an extremely diverse group who have different work lives, schedules, and 

concerns all of which needs to be managed to give the best opportunity for participation to as 
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many students as possible. This includes ensuring students with class in the CBD are 

adequately catered for.  

 

While the mentality of cabinet and the Society has dramatically changed of late in a  positive 

way that should continue with the continuation of this role, changing the mentality of JD 

students regarding the appropriateness of attending non-JD specific events, which are 

perceived to be only for undergrads, is an ongoing challenge.  

 

REQUIRED SKILLS 

Essential 

 Time management and organizational skills 

 Cooperation 

 Leadership 

 Drive 

 Patience 

 Ability to respond to emails promptly and professionally 

 Motivation and initiative to do more than what is required 

 Conflict resolution skills 

Desirable 

 Sense of humour 

 Creativity 

 

RECOMMENED EXPERIENCE 

There is no specific essential experience, other than being a JD student. Ideally, a good 

candidate is somebody who has worked in diverse team environments in the past and 

understands the importance of collaboration. This is a position where you will be spending 

most of your time working with other people, either the Cabinet or the JD reps and so 

cooperation and patience are required. Previous leadership skills are beneficial but not 

necessary. Previous interaction/knowledge of the Law Society is beneficial but not necessary. 

 

RELATIONSHIPS 

The Vice-President (JD) reports to the Co-Presidents and Cabinet and is held financially 

accountable by the Treasurer and Cabinet.  

The Vice-President (JD) works with the JD reps within each portfolio in order to ensure that 

their tasks and goals are being carried out and to be able to provide better representation for 

JD Students.  

The Vice-President (JD) also works with the Law Society Cabinet to help make and influence 

decisions relating to the operation of the Law Soc. 

PREDECESSORS’ CONTACT DETAILS 

Caitlin Weatherby-Fell 

c.weatherby-fell@student.unsw.edu.au 

  

mailto:c.weatherby-fell@student.unsw.edu.au
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Vice-President (Public Interest Careers) 

POSITION PURPOSE 

To provide information, training and support about Australian and International Public Law 

and Public Interest Law career opportunities through events, presentations, careers fairs, 

careers guides and forums. The types of careers that will be profiled include (but is not 

limited to) government sector opportunities and pathways, public law opportunities in areas 

such as criminal law, environmental law, human rights law, constitutional law; public interest 

pathways through community legal centres, social justice institutions as well as international 

public interest career opportunities including access to information about pathways to 

working with international courts and tribunals, the United Nations and international Non-

Governmental Organisations. This role should also focus on skill development, which also 

includes advocacy development by providing students with access to information about 

pathways to the Bar and access to Judges’ Associateships.  

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

Summer: 

- Gather content for the Public Interest Careers Guide; 

- Approach organisations in the areas of criminal law, environmental law, Indigenous-

related law, community legal centres and international public law to discuss 

opportunities for events, career presentations and information for the careers guide. 

- Approach government agencies for opportunities for presentations and other skills 

workshops. 

Early-Mid Semester One: 

- Finalise the content for the Careers guide; 

- Promote and make plans to print and distribute the guide; 

- Start aiming to have careers specific skills workshops as well as career presentations. 

Mid-Late Semester One: 

- Continue to promote and run events 

- Maintain relationships with all organisations, and continue to look for more possible 

connections. 

- Prepare a report to summarise all events and activities run by the portfolio. 

Early-Mid Semester Two: 

- Continue to run events as well as starting to discuss more opportunities for next year. 

- Assist the Cabinet in running the elections 
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- Conduct comprehensive and effective handover to the new VP (Public Interest 

Careers). 

 

Throughout the Year: 

- Oversee the work of the Public Interest Portfolio with respect to each individual 

director’s role in providing a wide range of careers opportunities, and maintaining 

contact and relationship with the organisations; 

- Provide half-yearly and yearly reports to organisations; 

- Ensure the online publication contains correct and up-to-date information; 

- Liaise between Cabinet and the Public Interest Careers Portfolio; 

- Write event proposals and final event reports; 

- Write portfolio updates; 

- Oversee the running of each event being run by the Public Interest Careers Portfolio. 

 

COMMITMENT LEVEL 

The role of the VP (Public Interest Careers) requires a high level of commitment. The nature 

of the role in maintaining relationships with various organisations requires the VP to have a 

constant level of commitment. The VP should also be available during the summer holidays 

to liaise with organisations in preparation for events to be held in early semester one. 

The VP will be the busiest during: 

- the beginning of their term in organising the structure of the portfolio and researching 

in preparation for the Public Interest Careers Guide; 

- presentations by organisations, departments and institutions; and 

- the public interest careers fair (both internal and external). 

 

ENVIRONMENT AND POSITION CHALLENGES 

The role of Vice-President (Public Interest Careers) requires a person to liaise between 

several parties to ensure that events are run properly and according to plan. Consequently, the 

VP must constantly be in control of the portfolio and be aware of the relationship between 

each organisation the executive in charge. 

Further to that, it will also be a challenge gaining enough momentum during the beginning of 

the semester and the entire term so that a cultural change will take place through the law 

school when it comes to defining and framing careers in the law, so that public interest and 

public law careers are no longer framed as ‘alternative’ options but rather are options which 

are actively pursued by law students.  

 

REQUIRED SKILLS 

Essential 

 Including small businesses, government agencies and not-for-profit organisations. 
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 Communications skills 

 Interpersonal skills 

 Time management 

 Ability to delegate and supervise 

 Ability to use professional email and phone etiquette 

 

Desirable 

 Editing experience 

 Experience managing a budget 

 Experience in organising events 

 

RECOMMENED EXPERIENCE 

Involvement in the public interest or public law sector. 

 

RELATIONSHIPS 

The Vice-President (Public Interest Careers) reports to the Co-Presidents and Cabinet and is 

held financially accountable by the Treasurer and Cabinet.  

The Vice-President (Public Interest Careers) supervises six Public Interest Careers Directors 

and a Publications editor. This portfolio may also encompass a skills director. The Vice-

President (Public Interest Careers) collaborates with the Vice-President (Private Law 

Careers), the Vice-President (Social Justice), and the Vice-President (Administration) as well 

as the broader Cabinet. 

 

PREDECESSORS’ CONTACT DETAILS 

2014 Vice-President (Public Interest Careers) 

Paul Lee 

paul.lee6@gmail.com 

 

2014 Vice-President (International Careers) 

Sharon Sun  

sharonsun15@gmail.com 

 

  

mailto:sharonsun15@gmail.com
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Vice-President (Private Law Careers) 

POSITION PURPOSE 

To provide information, training and support about career opportunities from the Australian 

and international private sector, which includes but is not limited to, the corporate and 

commercial sector as well as civil practice and in-house legal practice. The Vice-President 

(Private Law Careers) will work closely with their team in ensuring that career information is 

adequately disseminated through Careers Fairs, presentations and Careers Guides.  

As this is primarily a new role, the challenge of this position will be forming new 

relationships with private law institutions which were not previously formed and ensuring 

that students have access to information about accessing a variety of private law career 

pathways in an Australian and International context.  

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

October/November 

 Organising a space in the John Niland Scientia Building for Australian Private Law 

Careers Fair (essential to book early). 

 Organising a space for the Hong Kong Law Careers Fair (starting at early semester 1)  

 Actively searching for new alliances which can be built with private law institutions 

and referring possible sponsors to the sponsorship team to liaise with.  

 

Summer 

 Initiating connections with mid-tier and smaller law firms. Establishing connections 

with other national and international private law. Liaising with the sponsorship team to 

ensure obligations are met, including any content that needs to be added to the 

respective Careers Guides. 

 Collecting data for the International Private Law Careers guide  

 Organising the International Law Careers Fair/ Hong Kong Law Fair 

 

Early-Mid Semester One 

 Hold the International Careers Fair  

 Publish the International Careers Guide (week 1-4) 

 Organise the Australian Private Law Careers Fair (week 5-7) 

 Organise firm presentations for International firms (first 5 weeks of semester 1) and the 

Australian firms that will occur in the last five weeks (approx.) of semester one (book 



25 
 

rooms, organise catering, supervise marketing, liaise etc…) 

 

Mid-Late Semester One 

 Work with the sponsorship team in organising Twilight Drinks for Australian law firm 

representatives and penultimate students (student registrations, contacting firms, venue, 

catering, drinks) 

 Finalise content for Australian Careers Guide which includes overseeing the editing and 

conducing the final edit of the Australian Private Law Careers Guide  

 Ensure smooth running of legal presentations from firms  

 Organise any other Careers related events, sponsored or non-sponsored (ie exclusive 

breakfast events) 

 

Early-Mid Semester Two 

 Continue to conduct career presentations and skills workshops by private law 

institutions and firms; these include advocacy workshops by barristers that practice in 

private law.  

 Conduct comprehensive and effective handover to newly elected  Vice-President 

(Private Law Careers) 

 

Throughout the Year 

 Oversee team of directors in each sub-portfolio to ensure the adequate dissemination of 

careers information, which include information about pathways and opportunities 

extending beyond corporate law firms.  

 Write event reports and portfolio updates ahead of each Cabinet meeting 

 Liaise with Cabinet to further the overall objectives of LawSoc 

 

COMMITMENT LEVEL 

The role of the Vice-President (Private Law Careers) requires a high level of commitment.  

The VP will be busiest: 

 at the beginning of their term in organising key Careers events whilst working with the 

sponsorship team  

 during firm presentations which should run throughout the entire year 

 throughout the organisation of Twilight Drinks at the end of semester one  

 in the lead up to the publication of the Careers Guides  

The Vice-President (Private Law Careers) will have to be available during the summer 

holidays to initiate the organisation of the International Careers Events. 
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ENVIRONMENT AND POSITION CHALLENGES 

The role of the Vice-President (Private Law Careers) requires a high level of planning, 

organisation and management skills. The work over the summer and first semester period is 

very intense so it is important that the Private Law Careers VP selects a strong team of 

Directors to ensure that the workload can be shared effectively. 

Further to that, as a new role, the challenge will be that the portfolio as a whole develops and 

forges new relationships with private law firms and institutions and ensures that there is a 

balance in the information disseminated to students about commercial and corporate 

opportunities with broader private law opportunities.  

 

REQUIRED SKILLS 

Essential 

 Communication skills  

 Customer relationship management skills 

 Planning and time management skills  

 Ability to delegate and supervise  

 Professional phone and email manner 

 

Desirable 

 Familiarity with Australian and International Commercial Law Firms and the private 

legal sector  

 Editing experience  

 Experience managing a budget 

 

RECOMMENED EXPERIENCE 

General involvement with the Careers Portfolios or UNSW Law Society in general is 

recommended, but not compulsory. Experience organising events is highly recommended, 

but not compulsory 

 

RELATIONSHIPS 

The Vice-President (Private Law Careers) reports to the Co-Presidents and Cabinet and is 

held financially accountable by the Treasurer and Cabinet.  

 

The Vice-President (Private Law Careers) directly supervises the directors in the Private Law 

Careers Portfolio .  

 

The Vice-President (Private Law Careers) also collaborates with  

 The Sponsorship Director and team 
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 Vice-President (Public Interest Careers) 

 the Administration portfolio in the marketing of careers events, Guides and 

opportunities 

 other portfolios as necessary 

 

PREDECESSORS’ CONTACT DETAILS 

2014 Vice-President (Australian Corporate Careers) 

Saba Goudarzi 

Saba.Amirgoudarzi@hotmail.com 

 

2014 Vice-President (International Careers) 

Sharon Sun  

sharonsun15@gmail.com 

 

  

mailto:Saba.Amirgoudarzi@hotmail.com
mailto:sharonsun15@gmail.com
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Vice-President (Mooting Competitions) 

POSITION PURPOSE 

To facilitate and promote opportunities in which UNSW law students can develop and 

improve professional and practical legal skills through mooting competitions. 

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

• Planning the schedule of all the mooting competitions for the year. 

• Recruiting and supervising coordinators and directors. 

• Developing strategies to increase participation and quality of mooting programs. 

• Booking rooms for all mooting competitions. 

• Liaising with internal mooting coordinators to develop/obtain new problem questions. 

• Judging internal moots as needed. 

• Liaising with sponsor firms via the Careers VPs. 

• Attending Cabinet meetings. 

• Managing various contingencies that may arise (appeals from competitors etc.). 

• Sitting on the Subsidy Panel to determine funding for external competitions; and sitting on 

the Selection Panel to choose teams. 

• Ensuring the promotion of external competitions, especially ALSA, and ensuring that strong 

teams are formed for external competitions. 

• Thinking laterally and creatively about improving the effectiveness and robustness 

of the portfolio. 

• Developing new training, education and outreach initiatives to help mentor and develop 

competitors at all levels. 

 

COMMITMENT LEVEL 

The level of commitment fluctuates, though the VP will need to be available throughout the 

whole year. The average time the VP should expect to spend on LawSoc duties is about 6 

hours per week. 

What are the busiest times of the year? 

• The beginning of the year when the VP must advertise and interview candidates for the 

various roles within the portfolio. Furthermore, the VP must also plan the schedule for the 

rest of the year. 
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• At the beginning of every competition, as the VP needs to make sure that there are a 

sufficient number of rooms booked. 

• Around the time of applications for external competitions, as the VP plays an important role 

in advertising, encouraging high-performing mooters to apply, and choosing the teams – all 

in close consultation with the External Mooting Director. 

To what extent is the Vice-President (Mooting) expected to work during the summer 

holidays? 

Some work is required during this period, to hold meetings with his/her team and plan for the 

rest of the year. The VP is expected to have a clear schedule by the end of the summer 

holidays, with all team members knowing what they must do for the year. 

 

ENVIRONMENT AND POSITION CHALLENGES 

One of the biggest challenges is the room booking system as students cannot book any CATS 

rooms until after week 3 of each semester. This creates uncertainty and confusion and 

requires a great deal of planning and persistence. 

REQUIRED SKILLS 

• Organisational skills 

• Interpersonal skills 

• The ability to multitask 

• The ability to meet deadlines 

• The ability to be flexible in dealing with contingencies 

RECOMMENED EXPERIENCE 

Any prior experience in LawSoc, especially as a coordinator in an internal competition, is 

highly recommended – for both the skills and the relationships thereby gained. 

 

RELATIONSHIPS 

The Vice-President (Mooting Competitions) reports to the Co-Presidents and Cabinet and is 

held financially accountable by the Treasurer and Cabinet.  

The Vice-President is responsible for the supervision of all mooting coordinators and 

directors. The Vice-President mainly works with members of the UNSW Law Society, 

though he/she will have the opportunity to work with various legal practitioners (who may act 

as external judges) as well as representatives from sponsor firms. 

 

PREDECESSORS’ CONTACT DETAILS 

Sean Cameron  

sgcameron@me.com 
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Vice-President (Skills Competitions) 

POSITION PURPOSE 

To facilitate and promote opportunities in which UNSW law students can develop and 

improve their professional and practical legal skills. This occurs through internal legal skills 

competitions and workshops, as well as external competitions. The Portfolio is educative with 

a focus on experiential learning.    

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

 Planning the schedule of all the skills competitions for the year including, but not 

limited, to negotiations, client interviewing and trial advocacy competitions; 

 Recruiting and supervising coordinators and directors; 

 Developing strategies to effectively use volunteer resources to increase participation 

and enhance the quality of skills competitions programs; 

 Booking rooms for all skills competitions; 

 Liaising with sponsor firms via the Private Careers VP; 

 Attending fortnightly cabinet meetings; 

 Managing various contingencies that may arise, including appeals from competitors; 

 Sitting on External Selection Panel to choose UNSW law students to participate in 

external competitions; 

 Ensuring the promotion of external competitions to UNSW law students; 

 Expanding the participation UNSW law students in external competition; and, 

 Developing new training, education and outreach initiatives to help mentor and 

develop competitors and student judges at all levels. 

COMMITMENT LEVEL 

The level of commitment fluctuates over the term, though the VP will need to be available 

throughout the whole year. The average time the VP should expect to spend on LawSoc 

duties is on average between 5 and 10 hours per week during competitions.  

What are the busiest times of the year?  

 During the summer as the VP must advertise and interview candidates for the various 

roles within the portfolio. Furthermore, the VP must also plan the skills competition 

schedule for the year in consultation with the Vice President (Mooting Competitions).  

 At the beginning of every competition as the VP needs to make sure that there are a 

sufficient number of rooms booked and that the coordinators are on track.  

To what extent is the Vice-President (Skills) expected to work during the summer holidays?  
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Some work is required during this period, to hold meetings with his/her team and plan for the 

rest of the year. The VP is expected to have a clear schedule by the end of the summer 

holidays, with all team members knowing what they must do for the year.  

 

ENVIRONMENT AND POSITION CHALLENGES 

There has been increasing interest in the skills competitions from UNSW law students, being 

responsible for seven internal competitions. The two main challenges are resource concerns. 

First, the VP needs to continuously recruit legal practitioners to volunteer as judges, and 

develop a culture towards volunteerism and internal skills competitions. Second, the room 

booking system as students cannot book any CATS rooms until after week 3 of each 

semester.  

REQUIRED SKILLS 

 Organisational skills  

 Interpersonal skills  

 The ability to multitask  

 The ability to meet deadlines  

 The ability to be flexible in dealing with contingencies  

 The ability to manage a large team  

RECOMMENED EXPERIENCE 

Any prior experience in LawSoc, especially as a coordinator in the competition, is highly 

recommended.  

RELATIONSHIPS 

The Vice-President (Skills Competitions) reports to the Co-Presidents and Cabinet and is held 

financially accountable by the Treasurer and Cabinet.  

The Vice-President is responsible for the supervision of all skills coordinators and directors 

and mainly works with member of the UNSW Law Society, though he/she will have the 

opportunity to work with various legal practitioners (who may act as external judges) as well 

as representatives from sponsor firms. 

 

PREDECESSORS’ CONTACT DETAILS 

Melissa-Ann Gillies 

melissaanngillies@gmail.com  
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Vice-President (Social Justice) 

POSITION PURPOSE 

The Social Justice portfolio exists to assist students explore, challenge and understand the 

meaning of social justice by developing the social conscience of the law student body. The 

Vice-President facilitates and oversees a range of innovative student initiatives with an aim to 

equip UNSW law students with the skills, confidence and connections needed to make 

positive contributions to our law school and the wider community, within a social justice 

framework. 

 

The portfolio works to provide a space within which to encourage awareness, debate and 

meaningful engagement in issues that value the skills and passions of law students. The Vice-

President strives to affirm the importance of social justice as a fundamental aspect of our 

understanding and practice of law. 

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

The Social Justice VP will be responsible for a set of events and initiatives developed by the 

portfolio’s members and students. The Vice-President, more than most other Vice Presidents, 

is strongly encouraged to develop events and initiatives of his/her own, in addition to the 

established initiatives of the program. 

The position includes the responsibility for, and management and oversight of the: 

• Social Justice team (3 x Social Justice Directors, 1 x Community Engagement Director, 1 x 

Policy Submissions Director, 1 x Publications Director, 1 x Events Director, 1 x Indigenous 

Officer) 

• Social Justice event calendar 2014; 

• Social Justice budget 2014; 

• Annual publication – Court of Conscience; 

• Pre-Law Indigenous Fundraiser Event; 

 Social Justice Dinner; 

 Speakers Forums; 

 Promotion of student volunteering opportunities and networks; 

 Student engagement in fundraising initiatives to support relevant initiatives (chosen at 

discretion of Social Justice Portfolio) 

• Allocation of funding for sponsorship of students’ attendance at relevant conferences and 

community events; 

• Accuracy and comprehensiveness of Social Justice Portfolio reports and event reports; 

• Duties arising that are necessary to support the functions of UNSW Law Society, the 

President, and Cabinet; and 

• Duties arising throughout the year that are necessary for the fulfillment of the role. 
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COMMITMENT LEVEL 

The position will require an ongoing commitment of several hours per week throughout the 

year, including the mid-year break and throughout the hand-over to the 2014 Cabinet. It is 

necessary to set aside time each week to communicate effectively with the Social Justice 

Team and fulfill reporting and budgetary requirements. It also requires attendance at all 

Social Justice events. It is not a ‘hands off’ VP role, but rather an active role.  

 

To what extent is the Vice-President (Social Justice) expected to work during the summer 

holidays? 

The summer holidays are an important period for laying the foundations of a successful year 

for the Portfolio. This will be a crucial period for establishing relationships with the Social 

Justice Team, organising events, especially for those scheduled early in the coming year, and 

establish rapport with the Social Justice portfolios of other LSS’s. It is also a good 

opportunity to plan and implement a program for Orientation Week that will raise awareness 

of the Social Justice Portfolio and encourage student involvement. The Social 

Justice VP is also required to represent Law Society at O-Week events to welcome new 

students to the law school. 

 

ENVIRONMENT AND POSITION CHALLENGES 

Challenges of the role include navigating a fluid organisational structure and raising 

awareness of the Social Justice Portfolio to the broader student body and Faculty. The 

Portfolio is working to establish itself through continuity of annual events (SJ Dinner, Drinks 

with the Judiciary, Court of Conscience etc) however commitment and creativity are required 

to develop interesting new initiatives. There is an ongoing challenge of engaging students in 

innovative and effective ways that meet student needs, build a strong conscience and allow 

for positive networking in the social justice community. The Vice-President coordinates the 

Social Justice team, meaning leadership, teamwork skills, time management and effective 

communication are crucial to the role.  

 

RECOMMENED EXPERIENCE 

It is recommended that the Vice President has a motivation and passion for a variety of social 

justice issues.  

 

It is recommended that the Social Justice VP have experience in a volunteer capacity with a 

significant level of responsibility and independent work. Experience in student organizations 

or not-for-profit organisations and a well-developed awareness of other social justice 

initiatives at UNSW and 

the wider community will help guide planning for new initiatives.  

 

The Vice-President (Social Justice) would ideally be familiar with previous initiatives of the 

Social Justice Portfolio and will have been involved with these events in some capacity. It is 

recommended that the Vice-President be up to date with current social justice legal issues, 

community events and initiatives to communicate regular opportunities to students. 
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RELATIONSHIPS 

The Vice-President (Social Justice) reports to the Co-Presidents and Cabinet and is held 

financially accountable by the Treasurer and Cabinet.  

Due to the cross-overs that exist within the Law Society Cabinet, it is expected that the Vice-

President (Social Justice) will engage with other Vice-Presidents to coordinate activities and 

events as necessary. The Vice President will work closely with the Presidents, and with their 

team.  

 

The Vice-President (Social Justice) supervises: 

•   Social Justice Directors x 3 

 Indigenous Officer x 1 

 Community Engagement Director x 1 

 Social Justice Events Director x 1  

 Policy Submissions Officer x 1 

 Social Justice Publications Director x 1 

 

The Vice-President (Social Justice) collaborates with: 

• the UNSW Law Faculty (particularly Marketing, Academics for involvement in events, the 

Dean for updates and involvement); 

• UNSW Law Society Executive and Cabinet (particularly Administration, Education, 

Careers (Public Interest); 

• CATS and Arc (room and event bookings). 

 

PREDECESSORS’ CONTACT DETAILS 

Katerina Jovanovska 

katerina.s.jovanovska@gmail.com 
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TREASURER 

POSITION PURPOSE 

The Treasurer is responsible for the financial management of the Society. This will involve 

administering the financial assets and liabilities of the Society in a prudent manner so that the 

Society can operate effectively and achieve its aims.  As the first point of contact for any 

financial matters, the Treasurer is also in charge of the financial accountability of the Society. 

This involves regular monitoring and reporting of the financial performance of the Society to 

its members, the Cabinet, the wider Executive, and relevant external bodies.  

 

ELIGIBILITY 

All students enrolled in an LLB or JD program for the entire duration of the year are eligible 

to apply. Students on exchange for half the year are ineligible to apply. 

 

MAJOR RESPONSIBILITIES 

 Planning the overall financial strategy of the Society 

 Budgeting for each level of the Society: 

o Ensuring that expenditure is in accordance with budget allocations 

o Revising the budget on a regular basis in light of actual revenue & expenditure 

 Reviewing, updating, and  improving (if required)the existing Treasury policy documents, 

which include: 

o The Annual Treasury Policy 

o The UNSW Law Society Regulations 

o The Annual Treasury Standards 

 Reviewing, updating, and improving (if required) the existing infrastructure of the 

Treasury, which include: 

o Mechanisms for monitoring the financial performance (Revenue & Expenditure) 

of the Society 

o Mechanisms for monitoring the financial position (Assets & Liabilities)of the 

Society  

o Mechanisms for financial reporting 

o Mechanisms for organising reimbursements and payments to and from the Society 

o Mechanisms for creating an audit trail 

 Monitoring the financial performance and position of the Society on a regular basis 

 Creating an audit trail via: 

o Recording all transactions and petty cash, 

o Recording all GST collected and paid 

o Storing all invoices and receipts 

 Organising reimbursements and payments to and from the Society 

 Financial reporting internally: 

o On a fortnightly basis to the Cabinet 
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o On a half yearly basis to the wider Executive 

o On a yearly basis to the general members of the Society 

 Financial reporting to external organisations, including Arc@UNSW, the Australian 

Taxation Office (ATO), NSW Fair Trading, and the Australian Charities and Not-for-

profits Commission  (ACNC) 

o Submitting quarterly tax submissions of Business Activity Statements to the ATO 

o Submitting annual financial reports to the ACNC 

 Managing the tax implications of the Society’s charity status  

 Updating or creating (if required) Treasury documents which include: 

o Financial Statements: 

 Income Statement (Accrual Basis) 

 Balance Sheet 

 Cash Flow Statements 

o Invoices 

o Receipts 

o Ledgers 

o Budgets 

 Continuously improving the accountability, transparency and encouraging a culture of 

fiscal prudence amongst the Law Society cabinet and executive 

 Supervising and organising the Society escrow account and related credit; 

 

COMMITMENT LEVEL 

The commitment level may fluctuate in intensity. However, there will always be work as the 

Treasurer needs to regularly spend time in book keeping, processing payments, reviewing, 

and preparing financial reports. As a rule of thumb, it should take around 5-10 hours a week. 

What are the busiest times of the year? 

The workload is busy throughout the entire year with reimbursements and keeping on top of 

the financial state of the society, as the Treasurer must constantly review the accounts in 

order to ensure that they are kept up to date. The Treasurer must meet with the Presidents 

regularly in order to approve all transactions.  

The development of the budget pre-semester 1 is the busiest period of the year and requires a 

large time commitment (approximately 20 hours) to ensure that it accurately reflects the 

society’s position for the coming year. Throughout both semesters, time will also be spent on 

revising the budget. 

During the summer holidays, a lot of time should be spent in setting up all the mechanisms, 

policy, and infrastructure alluded to in the Major Responsibilities section.  

At the end of every quarter the Treasurer also requires a larger time commitment in order to 

complete ATO BAS requirements (approximately 10 hours). Near AGM time, the Treasurer 

will need to prepare financial reports to both Society members and external bodies like the 

ACNC. 

To what extent is the Treasurer expected to work during the summer holidays? 

The Treasurer will need to develop the budget allocations for each portfolio before the 

commencement of Semester 1. This is a very lengthy, time-consuming but important process 

for the financial security of the Society for the coming year, and is essential to the planning of 
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the entire Society. The Treasurer will be required to liaise regularly with all members of 

Cabinet during this time.  

The summer holidays are also the ideal time for the Treasurer to set up all the mechanisms, 

policy, and infrastructure alluded to in the Major Responsibilities section. The Treasurer may 

also assist the Sponsorship portfolio in procuring sponsorship. 

 

ENVIRONMENT AND POSITION CHALLENGES 

In addition to the operational work load and the technical skills required, the position is 

mostly challenging because: 

 revenue is continually decreasing which provides challenges in budgeting 

 the Executive is significantly large which provides extra obstacles in effective 

communication 

 the legal structure and charity status of the Society is changing or has already changed 

which results in changing or altered tax implications 

 

REQUIRED SKILLS 

Essential 

 Competence in Microsoft Excel 

 Time management and organizational skills 

 Attention to detail 

 Strong team ethos and cooperative attitude 

 Leadership and initiative 

 Patience when faced with seemingly insurmountable challenges 

 Ability to respond to emails and other queries promptly and professionally 

 Conflict resolution skills 

 Problem solving skills 

Desirable 

 Accounting background, or willing to learn via development course 

 Creativity 

 Adaptability 

 Experience with MYOB or other such accounting software 

RECOMMENED EXPERIENCE 

No prior experience is necessary as training is provided, however experience in managing 

large budgets or accounting experience would be very helpful 

 

RELATIONSHIPS 

The Treasurer reports to the Co-Presidents and the rest of the Cabinet who hold the Treasurer 

accountable. The Treasurer supervises the Cabinet and the wider Executive’s expenditure and 

revenue. 
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The Treasurer collaborates and communicates with all Cabinet members and wider executive, 

as well as the members of the Law Society when queries are received in regards to the 

Treasurer’s portfolio, as deemed appropriate by Cabinet 

 

PREDECESSORS’ CONTACT DETAILS 

Richard Du 

richardhjdu@gmail.com 
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