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AVS Role Descriptions for 2018 Elections 
 

SECRETARY 

   

● Ensures that AVS acts within its constitutional remit.      

● Arranges the dates of AVS Committee meetings, formulates the agenda with 

the President, and circulates the agenda and associated papers at least a 

week before the meeting (including any constitutional changes to be tabled at 

the AGM).         

● Takes minutes and produces an accurate record of all AVS committee 

meetings. 

● Circulates a “to do” list to all of the reps in the weeks after any committee 

meeting, and ensures that these are carried out. 

● Ensures that there is always an up-to-date list of names, addresses and 

contact details for all current members of the AVS committee.   

● Takes ultimate responsibility for the handover folders and their passing to the 

next committee. 

● Officially responds to correspondence with outside bodies after formulation of 

the response with the President. 

 

TREASURER 

             

● Keeps a record of student numbers at each of the veterinary schools 

● Liases with the Senior Reps to ensure that all subs from vet schools are 

collected by the end of November each year, and the names of any students 

opting out of membership are documented. 

● Administers the Central AVS bank account and ensures that all signatories 

(President, Secretary, Treasurer and Derek Thorpe (BVA)) are current and 

correct on the Central AVS chequebook.  

● Keeps accurate accounts in the AVS ledger on behalf of the Association 

(current legislation requires full disclosure of all financing of student bodies) 

● Advises the AVS executive committee on expenditure, ensuring that AVS is 

financially sound. 

● Deals with the administration of expenses incurred by the AVS committee 

whilst abiding by the point below. 

● Prepares annual accounts for an independent examination and audit by the 

BVA and submission to the AVS AGM at Congress  
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JAVS EDITOR 

  

● Aims to publish a full edition of JAVS twice a year – in November following 

AVS Sports weekend and a second edition in March (following Congress). 

● Will also publish ‘JAVS lite’ each September as an edition of JAVS aimed at 

new Fresher members. 

● Liaises with the BVA Publications department as to design and format of the 

publication. 

● Liaises with the BVA Publications as to publications deadlines and collects 

sufficient material from each school for each edition, sourcing interesting 

articles and extracting at least one article from each committee member 

during the course of the year,, then editing them as necessary and submitting 

them to BVA Publications. 

● Brings new ideas for the progression and promotion of JAVS to the committee 

and implements them if agreed by the committee.  

● Promotes and circulates JAVS amongst students and veterinary school staff 

through the Senior and Junior Reps 

● Collaborating with Web Editor to ensure prompt online publication  

● Collaborating with relevant BVA departments in order to share content, e.g. 

for eBulletins.  

● Seeking advertising and sponsorship opportunities in order to supplement the 

cost of production 

 

WEB EDITOR 

 

● Ensures that the content of the website is up to date. 

● Takes instruction from the President and Secretary for the publication of 

“Latest News”, AVS policy and responses to outside bodies on the website. 

● Liaises with the organising committees of the AVS events (AVS Sports 

Weekend and AVS Congress) to most effectively advertise the event on the 

website. 

● Maintains and updates website. 

● Promotes the AVS website amongst veterinary medicine students and 

veterinary school staff. 

● Reports to the President. 

● Maintains pages and posts on Twitter and Facebook. 

● Liases with secretary to organise voting and disseminate information through 

social media and the website. 
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JUNIOR VICE PRESIDENT 

 

• Prepares for Presidency by learning about the running of the AVS. 
• Learns as much as possible about the workings of the through contact with 

the relevant committee secretariats and by observing BVA at the member 
services group (MSG).  

• Chairs the AVS Member Services Group sub-committee. 
• Represents AVS as the JVP at all events to which you are invited in that 

capacity, make friends and form useful contacts for the year as President. 
• Represents AVS at engagements which the President cannot attend, on their 

request. 
• Becomes aware of current affairs in the profession and formulate your own 

ideas in preparation for the Presidency. 
• To represent AVS on BVA’s Members’ Services Group (MSG) and liaise with 

the President and MSG secretariat on matters arising from this which affect 
AVS, and how to progress them.  

• Represents AVS at engagements which the President cannot attend, on their 
request. 

 


