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NTRODUCTION

Welcome to the Deakin Law Students’ Society (DLSS) position description
booklet for the 2009 Melbourne Committee Elections.

On behalf of the 2008 Committee, we congratulate you on your interest in
becoming involved with the DLSS. The DLSS provides you with a great
opportunity to meet lots of interesting people, network throughout the profession,
experience fun and exciting events and bond with a fantastic committee as you
represent over eleven hundred students.

While being involved in the DLSS Committee is an enormous amount of fun, it is
also a challenge and requires hard work and dedication. On occasion you will be
required to prioritise the DLSS over other aspects of your life. However, these
times are usually few and far between, so don’t think they are a weekly
occurrence but just be aware that they do occur. It is for this reason that none of
the roles on the DLSS should be undertaken without careful consideration of the
position description and whether you are able to make such a commitment.

The current Committee looks forward to receiving your nomination for one
position or more. We invite you to come along to our weekly committee meetings
to see how they are run and what we do and of course, we are happy to answer
any questions that you may have. Please do not hesitate to contact any
members of the 2008 Committee whose contact details can be found at
http://www.deakinlss.org/about/melbourne.asp or if you have any general queries,
please feel free to contact the Secretary at secretary@deakinlss.org.

All the best for Election Day!



PRESIDENT

As the DLSS President you are the head of a committee that represents over eleven
hundred law students across Melbourne and Geelong as well as off campus students
from around Australia and the world. While the Presidency is most likely to be one of the
best things you will undertake whilst studying, it also involves sacrificing a large amount
of you personal time and ensuring that you always know the who, what, where, when,
why and how of every activity, publication and administrative task that the DLSS
undertakes.

However, given what the role of the Presidency entails, any potential candidates should
realise that this is a role to be undertaken only if you have the desire to lead the DLSS to
a successful year and the desire to provide a great society that students will want to be
involved with. It is not a role that should be undertaken lightly, without consideration of
the work involved or for the primary reason of having something to put on your resume.

The following is a description of the President’s roles and duties but it is by no means a
comprehensive list.

Time Required:
Between twenty five and thirty hours each week for the term of the Committee.

Role of the President:
- Represent and give a voice to over eleven hundred law students;
Chair weekly DLSS meetings and Executive Meetings;
Chair the Sponsorship Committee that will see you ultimately responsible for the
sponsorship drive;
Be the primary liaison with law firms, the LIV and other professional bodies;
Attend all monthly meetings with the Head of School;
Attend all meetings with the School of Law and/or University as required,;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Attend the ALSA April and September Council Meetings and July Conference
(where funds permit);
Under take the annual rotating role of each Chair, Secretary, Treasurer or Governor-
Generals Competition and Social Events on the Victorian Council of Law Students
Societies (VCLSS);
Speak at all O'Week and Open Day law seminars;
Assist the IT Officer’s in the maintenance of the DLSS Website;
Assist the Treasurer in managing the finances of the DLSS;
Contribute to all DLSS and School of Law Publications;



Liaise weekly with the Geelong Committee;

Liaise when necessary with the School of Law Faculty and DUSA,;

Man the DLSS Office for one hour per week in Trimester One and Two;

Ensure that all members of the Committee are undertaking their roles in an effective
and efficient manner;

Be prepared to discipline committee members if required;

Act as the Public Officer under s 5 of the DLSS Constitution;

Act in accordance with the DLSS Constitution, in particular s 4, s 7 and s19; and
Give a report about the Committee’s term at the AGM as prescribed by s 14.5.3 of
the DLSS Constitution.

Attributes and Skills Required of the President:
- Impeccable organisation skills;
Impeccable time management skills;
Impeccable problem solving skills;
The ability to realise that this position will interfere with a summer clerkship;
The ability to lead a team;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the President of the DLSS is a significant sacrifice to
make for the wrong reason and can harm your job prospects as much as it can
favour them;
The ability to juggle many things at once;
The ability to act and behave in a manner befitting such an Executive Member;
The ability to have fun;
Commitment;
Patience;
An open mind;
A social conscience;
Networking skills;
A sense of humour;
A constant knowledge of what the issues affecting law students are at a University,
State and Federal Level; and
A constant knowledge of what is happening in the State and Federal Legal
Communities.

If you are willing to take on the responsibility that comes with this important role, then
becoming the DLSS President could see you having the time of your life and you would
be strongly encouraged to run for this position.



SECRETARY

As the DLSS Secretary, you are the backbone of the DLSS. Dealing with the majority of
the administrative tasks, you are in charge of organising meetings, chasing up
Committee Members for details as well as running the membership section of the
Committee.

The position of Secretary is not one where you will be in the spotlight. However, your
role involves supporting the President and Treasurer and being the backbone of the
Committee to ensure that the Committee runs smoothly internally, so that the President
can ensure it runs smoothly externally. It should also be noted that where the President
is unable to fulfil DLSS commitments or steps down from the position, the Secretary is
expected to take over the role of President. It is not a role that should be undertaken
lightly, without consideration of the work involved or for the primary reason of having
something to put on your resume.

The following is a description of the Secretary’s roles and duties but it is by no means a
comprehensive list.

Time Required:
Between ten and fifteen hours each week for the term of the Committee.

Role of the Secretary:

- Ensure that any documentation required under the Corporations Act or by
Corporations Law is filed with the appropriate institution;
Certify and keep a copy of this Constitution as amended or otherwise altered to
date;
Organise office hours for each trimester one and two;
Email all members of the Committee at least 48 hours prior to the meeting asking for
apologies and items for the agenda;
Produce an Agenda for each meeting;
Take the minutes of every meeting held;
Keep a copy of minutes of all Committee and Executive meetings;
See that all notices, including notice of meetings of the Chapter, are duly given in
accordance with the provisions of the Constitution or as required by law;
Keep a record of all non-financial records of the Chapter;
Once a month and during O'Week obtain a copy of the member listing from the IT
Officer and update the member data base in the contacts data base;
Provide administrative support to other members of the Committee;
Create a trimester law timetable that details when all law lectures are held for the
trimester, nominating the possible meeting and BBQ times for the trimester;
Liaise with School of Law Staff before trimester one and two starts to book a room
for weekly meetings;
Create and send within 48 hours of the AGM a DLSS Committee list and maintain
this list throughout the term of the Committee;



Ensure that the each member of the Melbourne and Geelong Committee, the
School of Law and the Head of School of Law’s Secretary has an update copy of the
Committee list;

Man the DLSS Office for one hour per week in Trimester One and Two;

Organise the Annual General Meeting;

Represent and give a voice to over eleven hundred law students;

Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;

Contribute to DLSS and School of Law Publications;

Be prepared to discipline committee members if required;

Ensure that each Committee member has a pigeon hole in the DLSS Office;

Ensure that the DLSS Office is kept clean and is always well stocked,

Act in accordance with the DLSS Constitution, in particular s 4, s 12 and s14; and
Attend O'Week and Open Day events on behalf of the DLSS.

Attributes and Skills Required of the Secretary:
- Impeccable organisation skills;

Impeccable time management skills;

Impeccable problem solving skills;

The ability to put the DLSS ahead of social and work commitments during peak

times;

The ability to realise that being the Secretary of the DLSS is a significant sacrifice to

make for the wrong reason and can harm your job prospects as much as it can

favour them;

The ability to juggle many things at once;

The ability to act and behave in a manner befitting such an Executive Member;

The ability to have fun;

Commitment;

Patience;

An open mind,;

A social conscience;

Networking skills;

A sense of humour;

The Secretary is a role that requires much behind the scenes work. However, this is
perhaps the most flexible role and one where you can have a large amount of influence.
As long as you are very organised and good at tying up loose ends, you will be a
successful secretary and have a fantastic and rewarding year.



TREASURER

The Treasurer is required to gain sponsorship for the DLSS from law firms and managed
this money over the term of the Committee. The successful running of the DLSS
depends largely on the accurate management of the sponsorship money and the way in
which it is distributed. The inaccuracy or mismanagement of funds can not only
contravene sponsorship agreements and the DLSS Constitution, but will also see that
events are not run, publications are not published and students losing faith in the DLSS.

To ensure that the DLSS does not end up in receivership and is constantly kept afloat,
the Treasurer must be constantly committed to the role for the entire term of the
Committee, not just through the sponsorship stage. Therefore, not only must all potential
candidates have a head for numbers, they must realise that this role is just as important
as that of the President and is not a role that should be undertaken lightly, without
consideration of the work involved or for the primary reason of having something to put
on your resume.

The following is a description of the Treasurer’s roles and duties but it is by no means a
comprehensive list.

Time Required:
Between twenty and twenty five hours each week for the term of the Committee, but
more during the sponsorship drive and around BAS time.

Role of the Treasurer:
Determine an annual and monthly budget for the term of the Committee;
Prepare a timeline in accordance with these budgets at the beginning of the
Committees term to lessen liquidity problems and make this available to all
Committee Members;
Complete monthly profit and loss statements for the Committee;
Complete all documentation required by the ATO and by law;
Pay all bills and invoices on time;
Alert the Executive Committee as soon as possible to any potential liquidity
problems;
Documentation of every transaction undertaken by the DLSS;
Be part of the sponsorship Committee;
Have firm control over the sponsorship commitments to all sponsors;
Ensure that all sponsorship commitments are met;
Ensure that members of the DLSS Committee do not contravene sponsorship
agreements;
Represent and give a voice to over eleven hundred law students;




Attend all weekly DLSS meetings and the AGM,;

Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;

Attend O’'Week and Open Day on behalf of the DLSS;

Contribute to DLSS and School of Law Publications;

Man the DLSS Office for one hour per week in Trimester One and Two;

Present financial reports at the AGM, as prescribed by 14.5.2 of the DLSS
Constitution; and

Act in accordance with the DLSS Constitution, in particular s4, s 13 and s19.

Attributes and Skills Required of the Treasurer:
A knowledge of MYOB;
Impeccable honesty skills;
Impeccable documentation skills;
Impeccable organisation skills;
Impeccable time management skills;
Impeccable problem solving skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that this position will interfere with a summer clerkship;
The ability to realise that being the Treasurer of the DLSS is a significant sacrifice to
make for the wrong reason and can harm your job prospects as much as it can
favour them;
The ability to juggle many things at once;
The ability to realise that for the most part, you are not a member who will be in the
spot light, but one whose role is crucial to the running of the DLSS;
The ability to act and behave in a manner befitting a member of the Executive DLSS
Committee;
The ability to have fun;
Commitment;
An open mind;
A social conscience;
Networking skills; and
A sense of humour.

The role of Treasurer can seem rather overwhelming as money will always flow out but
will only ever trickle in. It can also be rather frustrating when budgets don’t balance and
sponsors delay payments. However, if undertaken by the right kind of person, this very
time consuming job can be very rewarding and provide you with the time of your life.



VICE PRESIDENT OF EDUCATION

The position of VP of Education is quite a mixed bag. You will wear many hats in the
position but will act on your own, as there is no Education Officer to assist you. While
you will certainly have the rest of the Committee to assist you, the VP of Education
needs to be able to work consistently on their own throughout the year.

Where DLSS funds permit, you will get to travel to the ALSA Conference and Council
Meetings as the DLSS ALSA Representative. While this may sound glamorous and the
perfect reason to join the DLSS, make no mistake that this is a position that requires a
lot of work and a lot of reading and research to ensure that you are always up to date
with what is happening in the School of Law at Deakin and in the Victorian and
Australian Legal Community and what issues are currently affecting higher education.
Conference and Council meetings are much fun but do also require work, as this is the
time where representing the Deakin Law Student’s becomes most critical. It is not a role
that should be undertaken lightly, without consideration of the work involved or for the
primary reason of having something to put on your resume.

The following is a description of the Vice President of Education’s roles and duties but it
is by no means a comprehensive list.

Time Required:
Between fifteen and twenty hours each week for the term of the Committee, plus the
possibility of a 3 day trip in April and September and a 10 day trip in July.

Role of the VP Education:
Be the DLSS Australian Law Student Representative (ALSA);
Keep up to date with and inform the students of all the issues that arise from the
ALSA Council Meetings and throughout the year;
Distribute all ALSA materials to students;
Lobby the School of law, along with the President, over the issues that students
bring to the DLSS and proposals by the School of Law;
Keep up to date with and inform students of any changes to higher education;
Keep up to date with and inform students of any changes passed by the School of
Law and by Deakin University;
Keep up to date with and inform students of any events, changes, proposals etc
issued by the Law Institute of Victoria, the Victorian Legal Community and the
Australian Legal Community;
Organise the DLSS table for O'Week and the O’'Week show bags;
Publish the annual copy of Me Juris (DLSS Education Subject Book) by re-
enrolment time;
Update the Education Guide and have it on the DLSS website by O'Week;
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Distribute copies of the Only Stupid Question Is the One You Don’t Ask to the first
years in week one of trimester one;

Sit on the LIV Young Lawyers Committee if your schedule permits;

Under take the annual rotating role of each Chair, Secretary, Treasurer or Governor-
Generals Moot on the Victorian Council of Law Students Societies;

Attend all weekly meetings;

Represent and give a voice to over eleven hundred law students;

Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;

Speak at all O'Week and Open Day law seminars;

Contribute to all DLSS and School of Law Publications;

Man the DLSS Office for one hour per week in Trimester One and Two;_and

Act in accordance with the DLSS Constitution, in particular s 4 and s 9.

Attributes and Skills Required of the VP Education:
Impeccable organisation skills;
Impeccable time management skills;
Impeccable problem solving skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the VP Education of the DLSS is a significant
sacrifice to make for the wrong reason and can harm your job prospects as much as
it can favour them;
The ability to juggle many things at once;
The ability to act and behave in a manner befitting such an Executive Member;
The ability to realise the Education Portfolio is a crucial portfolio, that many students
rely heavily on and the ramifications of not completing your role will mean;
The ability to have fun;
Commitment;
Patience;
An open mind;
A social conscience;
Networking skills; and
A sense of humour.

Being the VP of Education and the DLSS ALSA Representative does entail a lot of work.
By sitting on the DLSS, the VCLSS and ALSA you will have many commitments and will
need to sacrifice a lot of time. However, the people you will meet and the places you will
go, be they another Deakin campus, in Victoria or around Australia, will mean that you
can have a rich and rewarding term. Additionally, this role will also put you in good stead
for becoming DLSS President and obtaining a position on the ALSA Council in the
future.
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VICE PRESIDENT OF COMPETITIONS

The Competitions Portfolio is without doubt the biggest portfolio in the DLSS. Therefore
the role of VP of Competitions does require much organisation and time. However, it can
also be the most satisfying if you devote the time to it that it demands. Yes you will have
to successfully organise and run nine competitions, but you will also make fantastic
connections with the judicial profession and the legal community.

While there are three Competition Officers to assist you, the responsibility of this
portfolio ultimately lies with you as the VP. If you are time poor, this is not the portfolio to
take on. You must be totally committed in order to organise problems, answers, judges,
venues, awards and prizes. Do not consider this role lightly or undertake it with the
primary reason for doing so being that you need something to add to your resume.
Instead commit to this role for the wealth of experience you will gain and the people you
will meet.

The following is a description of the VP of Competition’s roles and duties but it is by no
means a comprehensive list.

Time Required:
Twenty hours each week from the start of trimester one until week nine/ten of
trimester two.

Role of the VP of Competitions:

- Update the Competitions Handbook over the summer break and put it on the
website in time for O'Week;
Oversee the successful running of the Senior, Junior and First Year Moot, the Client
Interview Competition, the Letter Writing Competition, the Witness Examination
Competition, The Paper and Oral Presentation Competition, The Negotiation
Competition and Mediation Competition;
Promote all DLSS Competitions;
Organise sign up sheets for all DLSS Competitions;
Organise heat venues, timetables, competitors and judges;
Organise grand final venues, judges, trophies and medals, catering for the after
competition drinks;
Ensure that every competitor for every competition receives a participation or semi
final or grand final certificate;
Ensure that all trophies, shields and cups are engraved with yearly winners;
Ensure that the Dean, Head of School and all lecturers are invited to each grand
final;
Attend all weekly meetings;
Represent and give a voice to over eleven hundred law students;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Speak at all O'Week and Open Day law seminars;
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Assist in the maintenance of the DLSS Website;

Contribute to all DLSS and School of Law Publications;

Man the DLSS Office for one hour per week in Trimester One and Two; and
Act in accordance with the DLSS Constitution, in particular s 4.

Attributes and Skills Required of the VP Competitions:
- Impeccable organisation skills;
Impeccable time management skills;
Impeccable problem solving skills;
Impeccable delegation skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the VP Competitions of the DLSS is a significant
sacrifice to make for the wrong reason and can harm your job prospects as much as
it can favour them;
The ability to juggle many things at once;
The ability to act and behave in a manner befitting such an Executive Member;
The ability to realise the careers is a crucial portfolio, that many students rely heavily
on and the ramifications of not completing your role will mean;
The ability to have fun;
Commitment;
Patience;
An open mind;
A social conscience;
Networking skills; and
A sense of humour.

If you're thinking that this portfolio is a lot of hard work and will take up a lot of your time
then your right! However, you will have three Officers to delegate work to and to help
you with the workload. You will gain a great understanding of how the DLSS works and
what one of its primary aims is. This position is also a great stepping stone to the
position of DLSS President.
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COMPETITIONS OFFICER

The position of Competitions Officer is a great introduction for those thinking about
becoming the VP of Competitions, but who want to get a feel for the role and the DLSS
first. As the right hand man/women of the VP of Competitions, you will assist in helping
organise all of the DLSS Competitions. While you are certainly not a lackey, your role
will comprise of completing tasks delegated by the VP of Competitions to ensure the
successful organisation and execution of all DLSS Competitions.

Given that Competitions are integral to the success of the DLSS and one of its primary
functions, this role should not be underestimated as an easy way to get recognition while
doing little. DLSS competitions are getting bigger and better each year, so don’t apply
without considering the role and what it entails or because you simply want something to
put on your resume.

The following is a description of the Competitions Officer’s roles and duties but it is by no
means a comprehensive list.

Time Required:
Between five and ten hours each week from week one trimester one until week
nine/ten of trimester two.

Role of the Competitions Officer:
To assist the VP Competitions in organising the Senior, Junior and First Year Moot,
Letter Writing Competitions, Client Interview, The Paper and Oral Presentation, The
Witness Examination Competition, The Negotiation Competition and The Mediation
Competition;
Represent and give a voice to over eleven hundred law students;
Attend all weekly DLSS meetings;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Attend O'Week and Open Day on behalf of the DLSS;
Contribute to DLSS and School of Law Publications;
Man the DLSS Office for one hour per week in Trimester One and Two; and
Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the Competitions Officer:
- Impeccable organisation skills;
Impeccable time management skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the Competitions Officer of the DLSS is a significant
sacrifice to make for the wrong reason and can harm your job prospects as much as
it can favour them;
The ability to juggle many things at once;
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The ability to have fun;
Commitment;
Patience;

An open mind;

A social conscience;
Networking skills; and
A sense of humour.

There is a lot of work involved in being the Competitions Officer as the DLSS is always
looking for ways to attract more competitors. However, you are a team of four and thus
have much support in this role and if you have exceptional organisational skills and lots
of time, but aren’t quite ready to be a Vice President yet, then this is the position for you.
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VICE PRESIDENT OF CAREERS

With so many law students and so few jobs, the Careers Portfolio is an essential
element of the DLSS. Students need to be given as much help as possible in
discovering opportunities, applying for jobs, hearing from members of the industry and
gaining information on how to best get an edge and this is where the VP of Careers
assists.

With a huge publication to write and edit as well as many careers based activities to
stage, the role of VP of Careers is very time consuming. Additionally, students rely on
the DLSS to find out the aforementioned information, and the DLSS expects you to
provide it. While you have two Careers Officers to support you in this role, the amount of
work to be undertaken by you is substantial. Thus, candidates should not consider this
role lightly or undertake it with the primary reason for doing so being that they need
something to add to their resume.

The following is a description of the VP of Careers’ roles and duties but it is by no means
a comprehensive list.

Time Required:

Your commitments as VP of Careers will begin well before university classes commence
for the year, and will include working on DLSS-related matters through your holidays and
other breaks.

During trimester one you must co-ordinate the organising of the Careers Week Seminars
as well as the Seasonals Guide. A time commitment of 5 to ten hours per week when
preparing for these events would not be unexpected, significantly increasing (upwards of
20 hours per week is possible) in the weeks leading up to and during the Seminars or
publication date.

During trimester two and the mid-year holidays the time commitment is significantly
greater than in trimester one. When compiling and editing the Careers Guide and
organising any further careers seminars, a time commitment of 10 to 15 hours per week
is common, significantly increasing closer to the event and publication dates. Prior to the
release of the Careers Guide a weekly commitment of upwards of 25 hours is not
unusual.

Role of the VP Careers:
Producing an up to date Careers Guide that is released before the end of the year;
Producing an up to date Seasonal Clerkship Guide which is released prior to the
commencement of trimester one;
Organising and successfully staging Careers seminars which include presentations
by law firms, alternative employers and application workshops;
Organising and successfully staging the Seasonals Seminar, features both firm
representatives and Deakin students who have completed Seasonals;
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Ensure that the student body are informed of careers opportunities and publications
as they arise through posts on the website and distribution of materials throughout
the university;

Represent and give a voice to over eleven hundred law students;

Attend weekly DLSS meetings;

Attend DLSS functions, competition grand finals, camps, careers events and other
seminars/meetings/events;

Attend O'Week and Open Day on behalf of the DLSS;

Contribute to DLSS and School of Law Publications;

Assist with the DLSS’ rotating duties on the VCLSS as required,;

Man the DLSS Office for one hour per week in Trimester One and Two; and

Comply with the DLSS Constitution, especially s4 and s10.

Attributes and Skills Required:
- Impeccable organisation skills;
Impeccable time management skills;
Impeccable problem solving skills;
The ability to put the DLSS ahead of other commitments when required;
The ability to act and behave in a manner befitting such an Executive Member;
The ability to have fun;
Commitment;
Patience;
An open mind;
A social conscience;
Networking skills; and
A sense of humour.

Due to the time commitments required, your role as the VP of Careers can easily
contribute to a decrease in your academic performance. Whilst the role involves
significant interaction with Human Resources staff and other employers and can
theoretically increase your personal employment opportunities, it can also have the
opposite effect if the role is not performed to its fullest. The Careers activities and
publications provided to students by the DLSS are an integral aspect of the DLSS’
function, with potential effect upon the career prospects of other Deakin students. The
role of VP of Careers should not be taken on lightly.

If you would like to take the knowledge that you know that you have helped Deakin law
students gain a better chance at getting a job, then this is the position for you.
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CAREERS OFFICER

The position of Careers Officer is a great introduction for those thinking about becoming
the VP of Careers but who want to get a feel for the role and DLSS first. As the right
hand man/women of the VP of Careers you will assist in helping organise all Careers
Events and Publications. While you are certainly not a lackey, by any means, your role
will comprise of completing tasks delegated by the VP to ensure the successful
organisation and execution of all the Careers Portfolio.

While you do not have the responsibility of the VP of Careers, this is an essential
portfolio and this role should not be underestimated as an easy way to get recognition
while doing little. The Careers Portfolio requires a lot of hard work, as students are
relying on you to help them get a job, so don’t apply without considering the role and
what it entails or because you simply want something to put on your resume.

The following is a description of the Careers Officer's roles and duties but it is by no
means a comprehensive list.

Time Required:
Between five and eight hours each week for the term of the Committee, but more
during the editing stage of the Careers Guide and during Careers Week.

Role of the Careers Officer:
- To assist the VP Careers in organising the Careers Guide, Careers Week and
Drinks with the Profession;
Represent and give a voice to over eleven hundred law students;
Attend all weekly DLSS meetings;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Attend O'Week and Open Day on behalf of the DLSS;
Contribute to DLSS and School of Law Publications;
Man the DLSS Office for one hour per week in Trimester One and Two; and
Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the Careers Officer:
- Impeccable organisation skills;
Impeccable time management skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the Careers Officer of the DLSS is a significant
sacrifice to make for the wrong reason and can harm your job prospects as much as
it can favour them;
The ability to juggle many things at once;
The ability to have fun;
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Commitment;
Patience;

An open mind;

A social conscience;
Networking skills; and
A sense of humour.

If you would like to end your term knowing that you have helped Deakin law students
gain a better chance at getting a job then this is the position for you. Better yet, it is a
great way to meet professionals but be warned, if you don’t shoulder the responsibility
with this role, those in the industry will remember you for all the wrong reasons!
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VICE PRESIDENT OF ACTIVITIES

As the DLSS VP Activities you are in charge of organising all DLSS Social Events and
functions with the help of your Functions Officer. This is a large portfolio, as there are
many social events and functions to be organised each trimester, some small, and
others such as the law ball, quite large. Additionally, you will also be expected to keep to
a budget and ensure that functions do not run at a loss, thus eating into budgets for
other events or other DLSS activities such as publications.

Thus, whilst the Activities Portfolio is often viewed as the most glamorous, the amount of
work required to successfully undertake this role should not be underestimated. It is
important for candidates to remember that, for many students, social events are the
primary source of their connection with the DLSS, and thus the consequences for the
DLSS of a poorly run social event are potentially disastrous.

Organising events such as the Law Ball and Booze Cruise is a lot of fun, and there is
probably nothing more satisfying than seeing hundreds of students having the night of
their life, in the knowledge that you organised it for them. That said, there are plenty of
hard yards involved, and those simply looking to have a bit of fun and put something on
their resume should probably steer clear of this position.

The following is a description of the Vice President of Activities’ roles and duties but it is
by no means a comprehensive list.

Time Required:
The time required for this position will fluctuate greatly. Some weeks may require a

mere 2-3 hours. Other weeks, especially in the lead up to an event, may take up as
much as 15-20 hours of your time!

Role of the VP of Activities:
- Organise and successfully stage first year camp;
Organise and successfully stage all trimester BBQs;
Organise and successfully stage the Law Ball;
Organise and successfully stage the Yarra Cruise;
Organise and successfully stage the Trivia Night;
Organise and successfully stage the First Year Intro Night;
Organise and successfully stage any other events that the DLSS runs, such as
graduation drinks and anything else that the Committee deems appropriate;
Represent and give a voice to over eleven hundred law students;
Attend all weekly DLSS meetings;
Attend all DLSS functions, competition grand finals, camps, careers events and other
prescribed seminars/meetings/events;
Attend O'Week and Open Day on behalf of the DLSS;
Contribute to DLSS and School of Law Publications;
Man the DLSS Office for one hour per week in Trimester One and Two; and
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Act in accordance with the DLSS Constitution, in particular s11 and s4.

Attributes and Skills Required of the VP of Activities:
Impeccable organisation skills;
Impeccable time management skills;
Impeccable problem solving skills;
A well developed social network and the ability to get along with a diverse range of
people;
At events, a willingness to potentially sacrifice your own needs for the needs of other
guests (that said, you will probably end up having more fun than anyone else!);
The ability to contribute a significant amount of time to the position over the Summer
and Winter breaks;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the VP of Activities for the DLSS is a significant
sacrifice to make for the wrong reason and can harm your job prospects as much as
it can favour them;
The ability to juggle many things at once;
The ability to act and behave in a manner befitting such an Executive Member.
The ability to delegate;
The ability to realise that the Activities Portfolio cannot be run single handily and that
you must utilise the Functions Officers;
The ability to have fun;
Commitment;
Patience;
An open mind;
A social conscience;
Networking skills; and
A sense of humour.

There is a lot of work involved in being the VP of Activities, and it is inevitable that
stressful periods will accompany the position. But nothing pleases students more than a
well organised function, and if you can deliver this the sense of personal satisfaction that
accompanies the position is immense.
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FUNCTIONS OFFICER

The position of Functions Officer is a great introduction for those thinking about
becoming the VP of Activities, but who want to get a feel for the role first. As the right
hand man/women of the VP of Activities, you will assist in helping organise all of the
DLSS functions. While you are certainly not a lackey, by any means, your role will
comprise of completing tasks delegated by the VP to ensure the successful organisation
and execution of all DLSS social events and functions.

Given that all DLSS functions are advertised to be ‘to die for’ and the best on campus,
this role should not be underestimated as an easy way to get recognition while doing
little. DLSS functions always rock and are always successful, so don’'t apply without
considering the role and what it entails or because you simply want something to put on
your resume.

The following is a description of the Functions Officer’s roles and duties but it is by no
means a comprehensive list.

Time Required:
Between five and eight hours each week for the term of the Committee, depending
on which function you are organising.

Role of the Functions Officer:
To assist the VP of Activities in organising the First Year Camp, Booze Cruise, First
Year Intro Night, Law Ball, Trivia Night, BBQs, VCLSS Olympics;
Represent and give a voice to over eleven hundred law students;
Attend all weekly DLSS meetings;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Attend O'Week and Open Day on behalf of the DLSS;
Contribute to DLSS and School of Law Publications;
Man the DLSS Office for one hour per week in Trimester One and Two; and
Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the Functions Officer:
- Impeccable organisation skills;
Impeccable time management skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the Functions Officer of the DLSS is a significant
sacrifice to make for the wrong reason and can harm your job prospects as much as
it can favour them;
The ability to juggle many things at once;
The ability to have fun;
Commitment;

22



Patience;

An open mind;

A social conscience;
Networking skills; and
A sense of humour.

There is a lot of work involved in being the Functions Officer but students will always
remember how good or bad a function was. If you are able to organise successful
functions then this is the position for you. Your success will not only see DLSS members
become more actively involved but will give you the satisfaction of knowing that you
helped make DLSS functions the best functions on campus.
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VICE PRESIDENT OF PUBLICATIONS & MARKETING

Along with the President, you will be a face for the DLSS. In charge of marketing, you
will be expected to liaise with all committee members in their respective portfolios in
order to promote their events, competitions and so on. This is to be done through lecture
bashing as well as having great input into the DLSS website. Additionally, you will also
need to let students know about the DLSS and what it does. That is, not only do you
need to market the events of DLSS, but you need to make its target market aware of the
DLSS generally. Finally, you will also be responsible for all DLSS merchandise.

Your other major outlet for marketing is DLSS publications. DLSS publications are
getting bigger and better each year and you are expected to improve on the success of
those who have gone before you. Over the summer holidays you are expected to
compile the FYG (First Year Guide) and The Only Stupid Question Is the One You Don't
Ask (with the VP Education) in time for O'Week. Every three weeks during trimesters
one and two you will need to produce With All Due Respect, the DLSS newsletter and
for release at the last BBQ of trimester two, you need to produce The Vibe, the DLSS
year book.

While you will have discretion of how to spread the work between yourself and the
Publications and Marketing Officer, make no mistake that this is a large portfolio and a
very important one. Sponsor law firms not only give us money for publications, but want
to see law students at all of their events, whether it is a competition grand final or the law
ball and as VP of Publications and Marketing, it will be your job to create the publication
and get bums on seats. In light of this, this is not a role that should be undertaken
without careful consideration, a good knowledge of the workings of the DLSS and a
creative and open mind. It is without a doubt not a role that should be undertaken to fill in
aresume.

The following is a description of the VP of Publication and Marketing's roles and duties
but it is by no means a comprehensive list.

Time Required:
Between ten and fifteen hours each week for the term of the Committee, but more
around the compilation time of publications.

Role of the VP Publications and Marketing:

- Produce editions of With All Due Respect every three weeks during trimesters one
and two;
Email With All Due Respect to the DLSS Email List as soon as it is published;

Update the FYG and The Only Stupid Question is the One You Don’t Ask and
publish them in time to be handed out at O'Week;

Produce the annual year book, The Vibe and have it published and ready to
distribute at the final BBQ of Trimester Two;

Design and co-ordinate the production of all DLSS merchandise such as the DLSS
Card, DLSS T-shirt and DLSS Hoodies;

24



Design the posters and tickets for all DLSS Events in conjunction with the Activities
Portfolio;

Organise the DLSS O’'Week Meet & Greet;

Assist all Committee Members in promoting their Activities, Events, Publications,
Meetings, Seminars, etc;

Ensure that this promotion occurs through lecture bashing, the DLSS Website, the
DLSS Emailing List, the DLSS Forum, DLSS Facebook and With All Due Respect;
Promote the DLSS to first year students at Enrolment Day, O'Week, First Year Camp
and Open Day;

Represent and give a voice to over eleven hundred law students;

Attend all weekly DLSS meetings;

Attend all DLSS functions, competition grand finals, camps, careers events and other
prescribed seminars/meetings/events;

Attend O'Week and Open Day on behalf of the DLSS;

Contribute to DLSS and School of Law Publications;

Man the DLSS Office for one hour per week in Trimester One and Two; and

Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the VP Publications and Marketing:
- A high knowledge/understanding of Microsoft Publisher and/or Microsoft word;
Basic use of Adobe Photoshop or similar (preferable, but not required);
Impeccable organisation skills;
Impeccable time management skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the VP of Publications and Marketing of the DLSS is
a significant sacrifice to make for the wrong reason and can harm your job prospects
as much as it can favour them;
The ability to juggle many things at once;
The ability to have fun;
Creative flare;
Commitment;
Patience;
An open mind;
A social conscience;
Networking skills; and
A sense of humour.

It cannot be underestimated how important that it is that the DLSS produce high quality
and timely publications as well market all DLSS events to all DLSS student. If you have
a creative flare, a sharp eye for detail, the ability to create something from nothing, as
well the ability to talk the talk, then this is the position for you.
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PUBLICATIONS & MARKETING OFFICER

As Publications and Marketing Officer you will work with the VP of Publications and
Marketing to ensure that the DLSS produces high quality and timely publications, while
also marketing the DLSS events to law students.

In terms of publications, you will work with the VP of Publications and Marketing on the
FYG (First Year Guide), With All Due Respect and The Vibe. Regarding marketing, your
role will be two fold, for not only are you expected to market the events of all committee
members and their respective portfolios, but you also need to make LLB students aware
of the DLSS and the many and varied services that it provides.

With DLSS publications are getting bigger and better each year and the number of
Burwood LLB students rising each year, this will be an intensive role. You will need to be
able to be a visible face for the DLSS who can correctly and confidently answer all
gueries at any time. You will also need to be able to devote a sufficient amount of time to
execute to role both of campus in lectures and over the Internet on the DLSS website
and forum, so don't apply without considering the role and what it entails or because you
simply want something to put on your resume.

The following is a description of the Publications and Marketing Officer’s roles and duties
but it is by no means a comprehensive list.

Time Required:
Up to five hours each week for the term of the Committee.

Role of the Publications and Marketing Officer:

- Assist the VP of Publications and Marketing in producing editions of With All Due
Respect every three weeks during trimesters one and two;
Assist the VP of Publications and Marketing in updating the First Year Guide and
have it published in time to be handed out at O'Week;
Assist the VP of Publications and Marketing with producing the annual year book,
The Vibe and have it published and ready to distribute at the final BBQ of trimester
two;
Assist the VP of Publications and Marketing in the writing, editing, publication and
distribution of all publications;
Assist the VP of Publications and Marketing in designing and co-ordinating the
production of all DLSS merchandise such as the DLSS Card, DLSS T-shirt and
DLSS Hoodies;
Assist the VP of Publications and Marketing in designing the posters and tickets for
all DLSS Events in conjunction with the Activities Portfolio;
Assist all Committee Members in promoting their Activities, Events, Publications,
Meetings, Seminars, etc;
Ensure that this promotion occurs through lecture bashing, the DLSS Website, the
DLSS Emailing List, the DLSS Facebook and With All Due Respect;
Represent and give a voice to over eleven hundred law students;
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Attend all weekly DLSS meetings;

Attend all DLSS functions, competition grand finals, camps, careers events and other
prescribed seminars/meetings/events;

Attend O’'Week and Open Day on behalf of the DLSS;

Contribute to DLSS and School of Law Publications;

Man the DLSS Office for one hour per week in Trimester One and Two; and

Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the Publications and Marketing Officer:
- A high knowledge/understanding of Microsoft Publisher and/or Word;
Basic use of Adobe Photoshop or similar (preferable but not required);
Impeccable organisation skills;
Impeccable time management skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
The ability to realise that being the Publications and Marketing Officer of the DLSS is
a significant sacrifice to make for the wrong reason and can harm your job prospects
as much as it can favour them;
The ability to juggle many things at once;
The ability to have fun;
Creative flare;
Commitment;
Patience;
An open mind;
A social conscience;
Networking skills; and
A sense of humour.

It cannot be underestimated how important that it is that the DLSS produce high quality
and timely publications as well market all DLSS events to all DLSS students. If you have
a creative flare, a sharp eye for detail, the ability to create something from nothing, as
well the ability to talk the talk, then this is the position for you.
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INFORMATION TECHNOLOGY OFFICER

The DLSS Website is the DLSS’ lifeline to communicating with over eleven hundred law
students. This is the place where DLSS members can view every DLSS publication,
obtain information about competitions and events/functions, view photos of the year's
events, as well as a multitude of other things. However, if the website information is not
current or is not working then none of this is possible.

This job involves technical ability and the can often be demanding as everyone on the
Committee wants information put on the website at once, each believing that theirs is the
most urgent! At the end of the day though, it is imperative that you have the know how to
make the DLSS Website the best Law Students Society Website in Australia. Do not
apply without considering the role and what it entails or because you simply want
something to put on your resume.

The following is a description of the Information Technology Officer’s roles and duties
but it is by no means a comprehensive list.

Time Required:
Between five and eight hours each week.

Role of the IT Officer:
Keep the website up to date with current information, date and prices;
Ensure that all information on the website is free of spelling and grammatical errors;
Have a high knowledge of:
0 HTML Code
o MS Office
o0 How databases work
0 Website maintenance and design;
Upload photos and documents;
Monitor the DLSS Forum and act as its administrator;
Maintain the DLSS Myspace page;
Represent and give a voice to over eleven hundred law students;
Attend all weekly DLSS meetings;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Attend O'Week and Open Day on behalf of the DLSS;
Contribute to DLSS and School of Law Publications;
Man the DLSS Office for one hour per week in Trimester One and Two; and
Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the IT Officer

Be computer cluey — you must be able to solve problems and have a good general
understanding of computers. You don’t have to be a computer programming genius
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though! But there may be times when changes need to be made at code level, so a
good understanding of HTML would be advantageous;

Impeccable organisation skills;

Impeccable time management skills;

The ability to put the DLSS ahead of social and work commitments during peak
times;

The ability to realise that being the IT Officer of the DLSS is a significant sacrifice to
make for the wrong reason and can harm your job prospects as much as it can
favour them;

The ability to juggle many things at once;

The ability to have fun;

Commitment;

Patience;

An open mind;

A social conscience;

Networking skills; and

A sense of humour.

There is a great sense of pride that comes from being the IT Officer. The DLSS website
is well known for being on the better law students’ society websites in Australia and your
creative flare and timely updates will ensure that it continues to be so.
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MATURER AGE AND OFF CAMPUS REPRESENTATIVE

With more and more people changing careers paths and wanting to better themselves,
the number of LLB mature age and off campus students are on the increase. The DLSS
prides itself on the fact that they realise that mature age and off campus students have
different needs, wants and expectations to school leavers. We realise that there focus is
not on getting drunk at all functions and that their spare time is often precious.
Additionally, we also realise that these students often do not know anyone when
commencing their studies and that networking is important to them.

Given these realisations, the Mature Age and Off Campus Representative will be
expected to successfully organise and run functions that cater for the more mature aged
student, as well as inform them of events that can add to their experience as an LLB
student. Yes this is a role that requires you to do little, but it is by no means a bludge.
Potential officers are expected to apply having carefully considered the role and because
they want to enrich the experiences of other mature age students, not because they
simply want something to put on their resume.

The following is a description of the Mature Age and Off Campus Representative’s roles
and duties but it is by no means a comprehensive list.

Time Required:
Between two and four hours each week.

Role of the Mature Age and Off Campus Representative:
To organise and successfully run one mature age evening in trimester one and two;
To maintain the mature age student database and e-mailing list;
To keep up to date with information around the University in the Victorian Legal
Community that pertains to mature age students and inform the mature age
students of this;
Represent and give a voice to over eleven hundred law students;
Attend all weekly DLSS meetings;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Attend O'Week and Open Day on behalf of the DLSS;
Contribute to DLSS and School of Law Publications;
Man the DLSS Office for one hour per week in Trimester One and Two; and
Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the Mature Age and Off Campus Representative:
A member of the LIV Later Lawyers Network (where age permits);
Impeccable organisation skills;

Impeccable time management skills;

30



The ability to put the DLSS ahead of social and work commitments during peak
times;

The ability to realise that being the Functions Officer of the DLSS is a significant
sacrifice to make for the wrong reason and can harm your job prospects as much as
it can favour them;

The ability to juggle many things at once;

The ability to have fun;

Commitment;

Patience;

An open mind;

A social conscience;

Networking skills; and

A sense of humour.

Being an active member of the Later Lawyers Network can add a lot of depth to this role.
However, as long as you are a mature age student yourself, who has a sense of humour
and is happy to answer the odd question or two throughout the year, then this is a great
role to undertake. Additionally, it is also a great way to see if you have the time to take
on a more demanding role in the DLSS as you learn the ins and outs of what being a
committee member involves.
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FIRST YEAR REPRESENTATIVE

The position of First Year Representative is integral to the DLSS. Each year, the DLSS
relies on being able to engage first year students to attend events and functions and
participate in competitions and events. Building a good relationship with the first years
ensures that they remain active DLSS members for their time at Deakin. As the First
Year Representative, you are the vital link between the DLSS Committee and the first
year LLB students.

As you are the vital link, you will be expected to lead by example with the other First
Year Representative and attend all DLSS functions, events and activities and participate
in all DLSS competitions. Additionally, you will need a loud and vibrant personality that
will encourage the first years to join in and attend all things DLSS. While this role only
requires a few hours a week, it is by no means a bludge. Potential representatives are
expected to apply having carefully considered the role and because they want to enrich
the experiences of other first year students, not because they simply want something to
put on their resume.

The following is a description of the First Year Representative’s roles and duties but it is
by no means a comprehensive list.

Time Required:
Between two and four hours each week.

Role of the First Year Representative:
To assist the VP of all portfolios when you are asked;
Lecture bash all DLSS events, activities, competitions, functions, publications etc, to
first years;
Liaise between the first years and the DLSS by bringing issues from the first years
to the DLSS and vice versa;
Represent and give a voice to over eleven hundred law students;
Attend all weekly DLSS meetings;
Attend all DLSS functions, competition grand finals, camps, careers events and
other prescribed seminars/meetings/events;
Attend O'Week and Open Day on behalf of the DLSS;
Contribute to DLSS and School of Law Publications;
Man the DLSS Office for one hour per week in Trimester One and Two; and
Act in accordance with the DLSS Constitution.

Attributes and Skills Required of the First Year Representative:
Impeccable organisation skills;
Impeccable time management skills;
The ability to put the DLSS ahead of social and work commitments during peak
times;
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The ability to juggle many things at once;
The ability to have fun;

Commitment;

Patience;

An open mind;

A social conscience;

Networking skills; and

A sense of humour.

Being a First Year Representative is a fun and exciting position that is a great way to
meet your entire fellow first years. If you have a big, bright personality and know how to
have a good time, then this is a great position for you. Finally, if you are interested in
taking on further rolls in the DLSS, this is a great position to undertake in order to see
how the Committee functions and what is involved.
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