Postgraduate Network Committee

ROLE DESCRIPTIONS 2015-16

Chair
· Overall responsibility for the group. Ensure that all Bristol SU rules and procedures are followed and relevant paperwork submitted.  
· Develop effective working relationships with Bristol SU staff (in particular the Postgraduate Education Officer), the University of Bristol, and any other relevant internal or external bodies.
· Be the primary point of contact for Bristol SU staff and officers, the University of Bristol, and any other relevant internal or external bodies.
· Develop and regularly review the strategic vision and direction of the Postgraduate Network. Ensure that this responds to the needs and wishes of all postgraduate students, makes efficient use of resources, and reflects the demands of funders.
· Chair all Postgraduate Network Committee meetings.
· Liaise with the Postgraduate Taught, Postgraduate Research and International Representatives so as to keep abreast of postgraduate issues.
· Liaise with Bristol SU and the University of Bristol to, where possible, help solve these concerns.
· Lead the Postgraduate Network Forum, ensuring that all issues raised by postgraduate students are effectively communicated to Bristol SU and/or the University of Bristol, and that progress is fed back to students.
· Attend Postgraduate Network events along with your fellow Committee members.
· Liaise with the Vice-Chair as needed to ensure that all Postgraduate Network Committee actions are monitored and completed.

Vice-Chair  
· Liaise with the Postgraduate Taught, Postgraduate Research and International Representatives so as to keep abreast of postgraduate issues.
· Liaise with Bristol SU and the University of Bristol to, where possible, help solve these concerns.
· Know everything the Chair does and support them every step of the way with the overall running of the group.  
· Stand in for the Chair if they are absent or need support.
· Be a second point of contact for Bristol SU staff and officers, the University of Bristol, and any other relevant internal or external bodies, if the Chair is unavailable.
· Work directly with the Events & Marketing Officer to ensure the smooth planning and running of all Postgraduate Network events.
· Attend Postgraduate Network events along with your fellow Committee members.
· Arrange Postgraduate Network Committee meetings, take actionable minutes that you share with the Committee, and keep track of all actions to completion.

Postgraduate Taught Representative 
· Keep abreast of postgraduate taught issues and actively seek out the opinion of your peers through a variety of communication methods.  
· Liaise with the Committee, particularly the Chair and Vice-Chair, to share, and where possible help to solve these concerns.  
· Liaise with your peers to gain support and share thoughts and ideas. 
· Attend and represent views and opinions of postgraduate taught students at all Postgraduate Network Committee meetings.  
· Feedback and discuss issues raised with fellow postgraduate taught students.  
· Promote yourself and your role effectively to postgraduate taught students, ensuring that they are aware of the support you offer (note that it is not your responsibility to deal with individual and personal issues - students should be directed to their personal tutor, Bristol SU Just Ask or Student Support Services).
· Provide support as requested to the Events & Marketing Officer to ensure the smooth planning and running of all Postgraduate Network events.
· Attend Postgraduate Network events along with your fellow Committee members.

Postgraduate Research Representative  
· Keep abreast of postgraduate research issues and actively seek out the opinion of your peers through a variety of communication methods.  
· Liaise with the Committee, particularly the Chair and Vice-Chair, to share, and where possible help to solve these concerns.  
· Liaise with your peers to gain support and share thoughts and ideas. 
· Attend and represent views and opinions of postgraduate research students at all Postgraduate Network Committee meetings.  
· Feedback and discuss issues raised with fellow postgraduate research students.  
· Promote yourself and your role effectively to postgraduate research students, ensuring that they are aware of the support you offer (note that it is not your responsibility to deal with individual and personal issues - students should be directed to their personal tutor, Bristol SU Just Ask or Student Support Services).
· Provide support as requested to the Events & Marketing Officer to ensure the smooth planning and running of all Postgraduate Network events.
· Attend Postgraduate Network events along with your fellow Committee members.
· Sit on the University of Bristol’s PGR Code Review Group.

International Representative  
· Keep abreast of international postgraduate issues and actively seek out the opinion of your peers through a variety of communication methods.  
· Liaise with the Committee, particularly the Chair and Vice-Chair, to share, and where possible help to solve these concerns.  
· Liaise with your peers to gain support and share thoughts and ideas. 
· Attend and represent views and opinions of international postgraduate students at all Postgraduate Network Committee meetings.  
· Feedback and discuss issues raised with fellow international postgraduate students.  
· Promote yourself and your role effectively to international postgraduate students, ensuring that they are aware of the support you offer (note that it is not your responsibility to deal with individual and personal issues - students should be directed to their personal tutor, Bristol SU Just Ask or Student Support Services).
· Liaise closely with the International Office as required.
· Provide support as requested to the Events & Marketing Officer to ensure the smooth planning and running of all Postgraduate Network events.
· Attend Postgraduate Network events along with your fellow Committee members.

Events & Marketing Officer
· Lead on the planning and running of all Postgraduate Network events.
· Work with the Postgraduate Network Committee and the Bristol SU Events team to ensure that an ongoing programme of events is delivered for the benefit of all postgraduate students.
· Work with the Chair to ensure that all events align with the strategic vision and direction of the Postgraduate Network.
· Assist the Chair in planning and running the Postgraduate Network Forum.
· Seek advice from Committee members to ensure that all events respond to the needs and wishes of all postgraduate students.
· Oversee all marketing and publicity for Postgraduate Network events, working closely with the Bristol SU Marketing team.
· Ensure that events and activities are well advertised so as to maximise attendance and fundraising.
· Ensure that Postgraduate Network members receive regular communication about what the group is doing and what opportunities are available.
· Ensure that the Postgraduate Network webpage and Facebook page are kept up-to-date and that all information is accurate.
· [bookmark: _GoBack]Look for opportunities to increase the number of Postgraduate Network members through enhanced marketing, communications and/or publicity.
