Executive Duty Summary

Chief Executive Officer

i. Providing oversight for the entire organization.
ii. Regulating and controlling all activities within the organization.
iii. Representing the organization for all major meetings with external organizations
iv. Being responsible for long-term planning of the organization.
v. Building strong ties with key personnel external from the organization.
vi. Encouraging innovation and collaboration within the organization.
vii. Being the highest ranking officer within the organization
viii. Consulting the AA to ensure that the short-term goals and long-term goals coincide;
ix. Assist other executives in their operations

Chief Internal Officer

i. Provide oversight for all ACE Associates
ii. Maintain and build relations with student clubs and organizations at the University of Waterloo
iii. Recruiting and training new Associates,
iv. Acting as a Client Team Manager,
v. Running training workshops for Associates
vi. Identify and implement operational improvements to ACE

Chief External Officer

i. Provide oversight for all external ACE engagements
ii. Identify and pursue external businesses, organizations and charities to take on ACE’s services
iii. Update external engagement board on ACE website
iv. Recruit associates for external engagements

Chief Communications Officer

v. All media and graphics development
vi. Assembling a team to maintain the current ACE website
vii. Assembling teams to be tasked on IT initiatives
viii. Setting up and maintaining e-mail communications amongst all members of ACE 

Chief Administration and Finance Officer

i. Controlling and overseeing funds of the organization.
ii. Managing membership and subscription fees.
iii. Keeping clear and concise records of the organization’s financial activity.
iv. Implementing and managing effective internal control standards.
v. Maintaining a clear and operational database of the organization.
vi. Keeping records of current members of the organization.
vii. Producing meeting agendas and meeting minutes.


