CISV Board Descriptions

These job descriptions were developed to help you understand the primary responsibilities of each board position.

General responsibilities that are common to all positions include:
1. Attend all board meetings and report on your responsibilities. If you are unable to attend, tell the Secretary prior to the meeting, arrange and to be represented by a member of your sub-committee if you chair one, or have the secretary report on your behalf.
2. Review minutes from all board meetings in order to be aware of the chapter’s current activities and needs. 
3. Be familiar with the Chapter's constitution. 
4. Maintain a file or files to record the manner in which you undertake your  responsibilities and to hand over these file(s) to your successor
5. Contribute towards the Annual Report of the Chapter and the preparation of the Chapter's budget for the following year.
6. Account for revenues and expenses of activities for which you have had responsibility to the Treasurer of the Chapter.
7. Solicit assistance from the Executive Committee members, especially the Chairperson.


List of Positions

 

Executive
All executive board members are expected to stay in the role for at least two years.

	[bookmark: _Toc284884082]Chairperson

	CISV knowledge
	2+ years

	Workload
	Heavy (year round)

	Job description
	· Official representative of the chapter
· Preside over all chapter meetings, accountable as voting board member
· General supervision of the work of the chapter and other board members
· Maintain regular correspondence between other Canadian chapters, national executive, and International office; attend national meetings
· Maintain chapter records
· Coach Vice Chairperson



	[bookmark: _Toc284884083]Vice Chairperson

	CISV knowledge
	1 + years

	Workload
	Moderate - heavy

	Job description
	· Assist the Chairperson in their responsibilities and oversee Program Coordinators
· Assume responsibilities of the Chairperson should the position fall vacant during the year
· Assume the position of the Chairperson the following cycle (2 year cycles)
· Accountable as voting board member, must attend all chapter meetings



	[bookmark: _Toc284884084]Past Chairperson

	CISV knowledge
	2+ years

	Workload
	Moderate

	Job description
	· Assist the current Chairperson in their responsibilities as needed
· Advise the current Chairperson on procedures, timelines, and priorities as necessary
· Accountable as voting board member, must attend all chapter meetings



	[bookmark: _Toc284884085]Recording Secretary

	CISV knowledge
	None required

	Workload
	Moderate

	Job description
	· Maintain an accurate record of the proceedings of all chapter meetings
· Distribute electronic copies of the meeting minutes to all executive and committee members
· Send meeting minutes for National archiving
· Accountable as voting board member, must attend all chapter meetings





	[bookmark: _Toc284884086]
Treasurer

	CISV knowledge
	1+ years

	Workload
	heavy

	Job description
	· Prepare chapter’s fiscal budget (in collaboration with Chairperson)
· Write cheques for administration and fundraising invoices
· Deposit fees and fundraising cheques to bank
· Maintain complete set of records that are balanced to the bank statement each month
· Prepare financial statements for monthly board meetings 
· Prepare year-end statements for annual general meeting, City of Kitchener bingo
· Distribute fundraising payouts
· Obtain annual independent audit of financial statements
· Send invoices to delegations and reminders of program/delegate fees and flights
· Accountable as voting board member, must attend all chapter meetings



	[bookmark: _Toc284884112]Risk Manager

	CISV knowledge
	2+ years

	Workload
	Light - moderate

	Job description
	· Maintain communication with CISV National about changes to risk management policies and insurance
· Advise program and event coordinators on risk management issues
· Ensure chapter has adequate criminal record check on file for all adult supervisors
· Accountable as voting board member, must attend all chapter meetings




[bookmark: _Toc284884087]Junior Branch

	[bookmark: _Toc284884088]JB Co-Chairs

	CISV knowledge
	2+years

	Workload
	heavy

	Job description
	· Lead Junior Branch executive in the planning and execution of activities and mini camps that support CISV goals and objectives 
· Report on Junior Branch activities and coordinate dates with other CISV events
· Keep members informed about upcoming events
· These positions are determined by the Junior Branch independent of the Adult Board



	[bookmark: _Toc284884089]Adult-JB Liaison

	CISV knowledge
	None required

	Workload
	Moderate - heavy

	Job description
	· Acts as an advisor and resource to the Junior Branch executive
· Facilitate leadership development in younger Junior Branch members
· Attend Junior Branch activities as advisor and chaperone
· Facilitate communication between chapter board and JB executive
· Attend both Junior and Adult Board meetings


[bookmark: _Toc284884090]
Programs

	[bookmark: _Toc284884091]Program Coordinator

	CISV knowledge
	2+ years

	Workload
	Moderate

	Job description
	· Maintain responsibility and oversee the work of program committees (village, interchange, summer camp, JC)
· Receive correspondence from national and international committee chairs
· Act as advisor to program committees
· Present information for program committees when the committee chairpersons are unable to attend board meetings
· Oversee  Selection and Recruitment 



	[bookmark: _Toc284884092]Village Coordinator

	CISV knowledge
	1 + years

	Workload
	Heavy – winter, light in fall and spring

	Job description
	· Presentation at Information Nights
· Accept and review delegate applications
· Participate in selection process (organized by Selection Coordinator)
· Establish weekly meetings for village delegates
· Help the leaders and parents prepare for the trip
· Send monthly report to Program Coordinator



	[bookmark: _Toc284884093]Interchange Coordinator

	CISV knowledge
	1 + years

	Workload
	Moderate (fall – spring)

	Job description
	· Presentation at Information Nights
· Accept and review delegate applications
· Participate in selection process (organized by Selection Coordinator)
· Conduct home interviews of all delegates and parents
· Help the leader and parents prepare and plan  for the program
· Send monthly report to Program Coordinator



	[bookmark: _Toc284884094]Summer Camp Coordinator

	CISV knowledge
	1+ years

	Workload
	Light (fall and winter)

	Job description
	· Presentation at Information Nights
· Accept and review delegate applications
· Participate in selection process (organized by Selection Coordinator)
· Help the leader and parents prepare for the trip
· Send monthly report to Program Coordinator


[bookmark: _Toc284884095]

	Seminar Camp Coordinator

	CISV knowledge
	1+ years

	Workload
	light

	Job description
	· Presentation at Information Nights
· Accept and review delegate applications
· Help delegates prepare for the trip
· Send monthly report to Program Coordinator



	[bookmark: _Toc284884096]Youth Meeting (IYM) Coordinator

	CISV knowledge
	1+ years

	Workload
	Light (winter)

	Job description
	· Presentation at Information Nights
· Accept and review delegate applications
· Help delegates and/or leaders prepare for the trip
· Send monthly report to Program Coordinator



	[bookmark: _Toc284884097]Selection/ Recruitment Coordinator

	CISV knowledge
	2+ years

	Workload
	Moderate (Spring, fall and winter)

	Job description
	· Coordinate two selection days for all youth delegates
· Organize information nights/school visits, distribution of information to prospective delegates and parents
· Oversee the booking of facilities, advertising of dates, scheduling activities, selection of delegates
· Update board with list of delegates for each program
· Work with Publicity co-ordinator to distribute information/material
· Send monthly report to Program Coordinator



	[bookmark: _Toc284884098]Leader Recruitment Coordinator

	CISV knowledge
	1+ years

	Workload
	Moderate (light in spring, moderate in fall and winter)

	Job description
	· Coordinate advertising of all leader and JC positions
· Accept and review all leadership and JC applications
· Establish selection committee and hold  interviews
· Follow-up with leaders and JCs to confirm their application status after the selection process
· Send monthly report to Program Coordinator



[bookmark: _Toc284884099]

	Leadership Training Coordinator

	CISV knowledge
	2+ years

	Workload
	Light (episodic)

	Job description
	· Will need to participate in National Leadership training program (Train the Trainer workshop) 
· Ensure national requirements are met for training leaders and JCs
· Coordinate and conduct local training session for leaders, JCs both before and after the National Training Workshop according to the National Training Handbook
· Provide support for leaders as they prepare for their programs
· Send monthly report to Program Coordinator



	[bookmark: _Toc284884100]Travel Coordinator

	CISV knowledge
	1+ years

	Workload
	Moderate (spring)

	Job description
	· Confirm program dates
· Ensure that all membership, fundraising, and program fees are paid prior to making travel arrangements
· Ensure that flight tickets and insurance are arranged at competitive pricing for program delegates (in coordination with travel agent) in accordance with chapter regulations
· Send monthly report to Program Coordinator




[bookmark: _Toc284884101]Fundraising

	[bookmark: _Toc284884102]Fundraising Coordinator

	CISV knowledge
	1+ years

	Workload
	Light – moderate (year round)

	Job description
	· Set goals with CISV Executive for annual fundraising targets
· Oversee all fundraising programs and ensure they meet Executive expectations
· Take ownership of finding volunteers to fill all Fundraising Committee roles
· Act as advisor to fundraising committees
· Facilitate the development of new fundraising initiatives
· Ensure that financial records are being kept for fundraising by the Fundraising Administrator



[bookmark: _Toc284884103]

	Avgen Coordinator

	CISV knowledge
	None required

	Workload
	Light (year round)

	Job description
	· Distribute to CISV members the current order form with dates that orders and payment must be received by
· Gather orders and send to Avgen contact 
· Arrange to get payment cheques to Treasurer and have Treasurer deposit the net cost for the cards directly into the Avgen bank account
· Contact all members by email that have purchased cards and let them know when they can pick them up



	[bookmark: _Toc284884104]Bingo Coordinator

	CISV knowledge
	None required

	Workload
	Light (year round)

	Job description
	· Be contact for City Hall and Bingo Association 
· Oversee Captains, making sure that they have necessary supplies, e.g. aprons, form, etc. and that the float for bingo and any over/under amounts is up to date.




	[bookmark: _Toc284884105]Bingo Scheduler

	CISV knowledge
	None required

	Workload
	Moderate – heavy

	Job description
	· Recruit volunteers and coordinate teams for Bingo sessions
· Ensure that you have one Captain and 4 other workers for all bingo sessions (total of 5 volunteers)
· Track who has worked sessions and work with Bingo Coordinator to ensure they get fundraising credit



	[bookmark: _Toc284884106]Chicken Sales Coordinator

	CISV knowledge
	None required

	Workload
	Light (episodic)

	Job description
	· Be contact for Elmira Poultry
· Set dates for each run for when forms are due and when pickup will be
· Collect orders from the chapter and arrange for pick-up when they arrive




[bookmark: _Toc284884110]Members at Large

	[bookmark: _Toc284884111]Bursary Fund Coordinator

	CISV knowledge
	2+ years

	Workload
	light

	Job description
	· Discretely oversee the distribution of bursary funds to eligible chapter members
· In collaboration with Treasurer, update board on financial status of bursary fund





	[bookmark: _Toc284884118]
Facilities Coordinator

	CISV knowledge
	None required

	Workload
	Light

	Job description
	· Coordinate bookings of school facilities for JB activities, information events, and selection days



	[bookmark: _Toc284884119]Goodwill Coordinator

	CISV knowledge
	1+ years

	Workload
	Light

	Job description
	· Generate goodwill for the chapter by sending cards and/or making phone calls in order to thank and show CISV Waterloo’s appreciation for the contributions of a person or group (e.g. time, money, efforts) 



	[bookmark: _Toc284884113]Membership and E-mail Coordinator

	CISV knowledge
	1-2 years

	Workload
	Moderate year round, heavy at start of year and during program selection (Sep & Jan)

	Job description
	· Publish annual membership form
· Maintain database of members’ family and contact information
· Work with Treasurer and Fundraising Coordinator to update payment status for each family
· Provide monthly reports on membership to board
· Maintain e-mail lists for active, JB, and board members (based on membership database)
· Check e-mail account daily and forward incoming messages to appropriate e-mail list or board member



	[bookmark: _Toc284884115]Mosaic Coordinator

	CISV knowledge
	None required 

	Workload
	Self-determined

	Job description
	· Identify, research and implement required elements for a Mosaic project in this community



	[bookmark: _Toc284884108]Publicity Coordinator

	CISV knowledge
	1+ years

	Workload
	Light

	Job description
	· Act as a bridge between the chapter and the local media
· Prepare and distribute publicity material (chapter activities and programs)
· Facilitate media representation and coverage of chapter activities



[bookmark: _Toc284884116]

	Social Coordinator

	CISV knowledge
	None required

	Workload
	Moderate

	Job description
	· Organize fall “welcome back” party and annual general meeting, social event for new parents, and spring “farewell” party
· Support members in the development of new social events for the chapter



	[bookmark: _Toc284884114]Volunteer Coordinator

	CISV knowledge
	1+ years

	Workload
	Light – Moderate (year round)

	Job description
	· Recruit parent volunteers for chapter events and fundraising activities
· Ensure parents of travelling delegates have completed their minimum volunteer requirements
· Help recruit volunteers for programs hosted by the chapter (Village, SC, etc)



	[bookmark: _Toc284884109]Webmaster

	CISV knowledge
	1-2 years

	Workload
	Light year round

	Job description
	· Update website with upcoming events, travel locations, and latest documents
· Requires some experience in website development (HTML)
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