
Carleton University Student Association 

Located in Ottawa, the Carleton University Students’ Association (CUSA) is a private, nongovernmental 
organization whose aim is to assist its members in making the most of their student experience. The 
Association’s membership is comprised of the undergraduate student body of Carleton University, who are 
effectively the owners of the Association, and without whom the Association would not exist. It is represented 
and governed by the Students’ Council, which consists of duly and democratically elected members of the 
Association.  The Students’ Council is formed by the Executive members as well as representatives of the 
various constituencies on campus. CUSA is dedicated to improving the undergraduate student life experience 
at Carleton University by advancing the principles mentioned below. 

Mission 

To effectively represent and advocate on behalf of undergraduate students before the University 
administration, community organizations and the public. 

Values of the Association:  

SERVICE - We will facilitate the various ambitions of our members through diverse and innovative services.  

ACCOUNTABILITY DEVELOPMENT          DIVERSITY           COMMUNITY 

 

EXECUTIVE DIRECTOR 

Reporting to the CUSA Board through the CUSA President, the Executive Director (ED) supports the annually 
elected Executives and is directly responsible for managing the day-to-day operations as well as the long-term 
operational planning as it relates to the provision of events, services, and programs to the student population. 

The ED of CUSA is the senior operational staff person of the corporation and is responsible for the student 
union’s business operations, member services, human resources, risk management, and financial oversight. 
Together with the CUSA Board, CUSA staff, and the CUSA President, the ED assists student leaders in ensuring 
the execution of the student union’s long-term strategy and facilitates the ongoing operation of CUSA’s core 
services. 

The ED ensures that mentorship and support is provided to the CUSA President, Executives, and works directly 
with staff to make sure the organization fulfills its mandates and operates in a financially sustainable way.  

The ED also provides direction and oversight to the three CUSA-owned businesses:  

o Ollies Pub & Patio 
o Rooster’s  
o Haven  

KEY ROLES & RESPONSIBILITIES 

General Management 

• Works in conjunction with the Board, the Executive and the senior management team to implement 
the mandate and goals of the Association. 

• Builds and maintains positive and effective relationships with students, University Administration, 
faculty, and stakeholder organizations. 

http://www.cusaonline.ca/businesses/olivers-pub-patio/
http://www.cusaonline.ca/businesses/roosters-coffeehouse/
http://havenbooks.ca/new/


• Manages staff, as required, to carry out day-to-day business of the Association.  
• Ensures the efficient and effective planning and the delivery of the Association’s services. 
• Assists the Executive and the Finance Director, overseeing and monitoring the finances of the 

Association, including its funds, operations and the preparation of the annual budget. 
• Leverage and embrace the multicultural strength and diversity of the student body. 
• Identify and evaluate the risks to the organization's people (clients, staff, management, and 

volunteers), property, finances, goodwill, and image and implement measures to control risks. 
• Provide oversight to ensure compliance with federal, provincial, and local regulators. 
• Drive innovation through research, and pursuit of diverse funding sources. 
• Utilize a well-defined sense of diplomacy, including solid negotiation, conflict resolution, and people 

management skills. 

Management of CUSA-owned Businesses 

• Oversees the day-to-day operation and long-term planning for existing CUSA-owned businesses. 
Reports any issues to the Executive Board in a timely manner. 

• Produces and assesses annual operating budgets for businesses including the assessment of capital 
purchase requests for businesses. In conjunction with the Finance Director reduces and analyzes 
monthly income statements for CUSA businesses.  

OPPORTUNITIES & CHALLENGES 

CUSA is a diverse population of students and staff.  This group experiences frequent change and turnover due 
to the nature of the environment so the Association must ensure that its members are being served 
appropriately, thus enhancing their student experience. 

In particular, CUSA is undergoing a significant governance change to implement ethical safeguards on decision 
making and resource allocation. The new governance structure is due to come into effect May of 2022. The 
Executive Director role will at first be accountable to the CUSA Trustee Board, containing three executives for 
the corporation, and then from May 2022 onward be accountable to the CUSA Board, a group of 9 voting 
members, most of whom will be students not otherwise involved in the governance or operations of CUSA. An 
incoming Executive Director will have the opportunity to support the implementation of this new governance 
structure 

The ideal candidate will have experience managing multiple teams and business units as well as liaising 
between staff members and committees.  In addition, the ideal candidate will possess the following:  

• A graduate degree in Business Administration, or related field would be preferred. A combination of relevant 
education and experience may also be considered. 

• General management experience in a customer service environment. 
• Demonstrated experience working in a unionized environment. 
• Proven leadership experience.  
• Knowledge and experience in obtaining municipal or provincial event licensing would be considered an asset. 
• Experience, knowledge or exposure to a not-for-profit governance model or student association/union is a strong 

preference. 
• Demonstrated background in student life/student development would be an asset. 
• Sound understanding of risk management. 
• High level of integrity, confidentiality, and accountability. 
• Knowledge, Skills & Attributes 



Communication Skills: Superior verbal and written communication skills. Is confident in making presentations 
and dealing with a wide range of stakeholders at all levels. Practices open and effective dialogue to ensure the 
exchange of ideas and information. Collaborates in a meaningful and productive way. Understands where the 
line is between collaboration and decision making and acts accordingly ensuring the proper communication 
and follow-up along the way. 

Personal Management Skills: Demonstrates self-confidence and interpersonal versatility, self-motivation, self-
discipline, strong work ethic, initiative, innovation, perseverance, integrity and political acumen. Excellent 
organization skills to work on numerous projects and coordinate multiple activities. Strong emotional 
intelligence with the ability to exhibit outstanding social awareness and relationship management skills. 

Leadership Skills: A forward thinker with the ability to translate both strategic objectives and operational plans 
into action. Is adaptable and brings demonstrated change management leadership skills.  An exceptional 
leader, mentor and team-builder with superior motivational skills. Able to lead through influence and build 
consensus.  Has a proven ability to create and sustain a shared vision, act as a role model and be innovative in 
finding ways to address the issues in a strategic way.   

Resourceful: Seeks out possibilities and potential opportunities; develops innovative ideas and moves them 
forward. Embraces the team culture. Utilizes available resources effectively to achieve goals and objectives. 
Takes advantage of opportunities, while recognizing the necessity of working within available resources. 

Professional Maturity: An honest, open and consistent approach to working with others in the organization. 
Fair and people-orientated with excellent interpersonal skills. Possesses the ability to work in a diverse, 
inclusive, and fast-paced environment. 

Compensation 

A competitive compensation package will be provided including an attractive base salary and excellent 
benefits.  Further details will be discussed in a personal interview. 

 

o Application deadline: 2022-Jan- 30 
o Job Types: Full-time, Permanent 
o COVID-19 considerations: 
o All CUSA staff must act in accordance with Carleton University's mandatory mask policy and mandatory 

vaccination policy. More information can be found https://carleton.ca/covid19/cuscreen/vaccination-
attestation/ 

o CUSA is an equal opportunity employer, committed to diversity and inclusion in the workplace at all levels 
of its organization.  

o Accommodations can be provided at all stages of the hiring process; we ask applicants to make their needs 
known in advance. 

o We thank all applicants for their interest, however only those under consideration for the role will be 
contacted. 

Please send your cover letter and cv to jobs@cusaonline.ca 

 

 

mailto:jobs@cusaonline.ca

