
IZFS Board of Directors Job Descriptions 

 

IZFS Board Member  

Job Descriptions 

 

OFFICERS 
 

President 
 

Term: One (1) year (automatically succeeds to Past President) 

 

Time Commitment & Travel: 

 Approximately 1-3 hours per week 

 Monthly Executive Committee meetings (via zoom) 

 Bi-weekly Conference Organizing Committee meetings (via zoom) 

 Two in-person Board meetings during IZFC and SCZI (or European meetings) 

 Additional Board meetings as needed (2-3 per year via zoom) 

 Travel to IZFC and SCZI (or European equivalent)  

 

Duties: 

 Serve as the official spokesperson for IZFS  

 Preside over and set the agenda for monthly Executive Committee Meetings 

 Preside over and set the agenda for Board meetings (2-5 per year)  

 Advise and make recommendations to the Board relating to the operation and long-range planning of the 

Society  

 Chair the Organizing Committee of primary conference during term (IZFC or SCZI) 

 Preside over and prepare a report for presentation at the annual Member Business Meeting 

 Appoint committee chairs 

 Represent IZFS at meetings of other organizations or designate an alternate 

 Regularly review all committee activities 

 Write “President’s Message” for the NewsSplash (quarterly) 

 Correspond regularly with Executive Office staff, including optional bi-weekly calls with the Executive Director. 

 Assist Treasurer and Executive Director with the development of the Annual Budget 

 Submit signature cards for IZFS bank account 

 Sign contracts on behalf of the Society (if the Executive Director is not available) 

 Approve weekly payment batches via email, together with the Treasurer 

 Facilitate performance evaluation of management company and Executive Director.  

 Review quarterly financial statements 

 

President-Elect 
 

Term: One (1) year (automatically succeeds to President) 

 

Time Commitment & Travel: 

 Approximately 1-4 hours per month 
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 Monthly Executive Committee meetings (via zoom) 

 Two in-person Board meetings during IZFC and SCZI (or European meetings) 

 Additional Board meetings as needed (2-3 per year via zoom) 

 Travel to IZFC and SCZI if possible.  

 

Duties: 

 Discharge the duties of the President in the event of her/his absence of inability to act 

 Assist the President in the performance of her/his duties 

 Participate in monthly Executive Committee meetings 

 Participate in Board Meetings (2-5 per year) 

 Advise and make recommendations to the Board relating to the operation and long-range planning of the 

Society  

 Correspond regularly with Executive Office staff 

 Review quarterly financial statements 

 Chair the Awards Committee 

 

Past President 
 

Term: One (1) year  

 

Time Commitment & Travel: 

 Approximately 1-4 hours per month 

 Monthly Executive Committee meetings (via zoom) 

 Two in-person Board meetings during IZFC and SCZI (or European meetings) 

 Additional Board meetings as needed (2-3 per year via zoom) 

 Travel to IZFC and SCZI if possible.  

 

Duties: 

 Provide advice to the President 

 Participate in monthly Executive Committee meetings 

 Participate in Board Meetings (2-5 per year) 

 Advise and make recommendations to the Board relating to the operation and long-range planning of the 

Society  

 Correspond regularly with Executive Office staff 

 Review quarterly financial statements 

 Chair the Nominations Committee  

 

Treasurer 
 

Term: Three (3) years  

 

Time Commitment & Travel: 

 Approximately 1-2 hours per week 

 Monthly Executive Committee meetings (via zoom) 

 Two in-person Board meetings during IZFC and SCZI (or European meetings) 

 Additional Board meetings as needed (2-3 per year via zoom) 



IZFS Board of Directors Job Descriptions 

 Travel to IZFC and SCZI if possible.  

  

Duties: 

 Participate in monthly Executive Committee meetings 

 Participate in Board Meetings (2-5 per year) 

 Advise and make recommendations to the Board relating to the operation and long-range planning of the 

Society 

 Correspond regularly with Executive Office staff 

 Submit signature cards for IZFS bank account 

 Assist the Executive Director in preparation of the annual budget 

 Review quarterly financial statements 

 Review and approve weekly payment batches 

 Report financial condition to the Executive Committee and Board periodically. 

 Oversee audit report when applicable  

 Oversee investments 

 

Secretary 
 

Term: Three (3) years  

 

Time Commitment & Travel: 

 Approximately 1-4 hours per month 

 Monthly Executive Committee meetings (via zoom) 

 Two in-person Board meetings during IZFC and SCZI (or European meetings) 

 Additional Board meetings as needed (2-3 per year via zoom) 

 Travel to IZFC and SCZI if possible.  

 

Duties: 

 Participate in monthly Executive Committee meetings 

 Participate in Board Meetings (2-5 per year) 

 Advise and make recommendations to the Board relating to the operation and long-range planning of the 

Society  

 Correspond regularly with Executive Office staff 

 Review quarterly financial statements 

 Review minutes of Executive Committee and Board meetings 
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Regional Representatives 
 

 

Term: One (3) years  

 

Time Commitment & Travel: 

 Approximately 1-2 hours per month 

 Two in-person Board meetings during IZFC and SCZI (or European meetings) 

 Additional Board meetings as needed (2-3 per year via zoom) 

 Travel to IZFC and SCZI if possible.  

 

Duties: 

 Participate in the Board meetings (2-5 per year) and represent your region 

 Join and participate in at least one of the committees established by the Board 

 Participate in Annual Meetings and respective regional meetings 

 Represent the interests of the Society in your region and report to the Board on regional matters 

 Participate in establishing the general policies of the Society and in operating the Society 

 Approve the annual budget and bi-annual audit 

 Review quarterly financial statements 

 Approve Committee Chairs appointed by the President 
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GENERAL ROLE OF THE BOARD OF DIRECTORS 
 

Fiduciary Responsibilities 
Duty of Care 

 Be informed 

 Use good business judgment at all times 

 Due diligence in decision making 

 

Duty of Loyalty 

 Think independently, but act collectively – “Speak with One Voice” 

 Act in the best interest of the organization and membership  

 Avoid conflicts of interest 

 

Duty of Obedience 

 Be faithful to the mission and goals 

 Follow the governing documents 

 

Set Direction 

 Determine and support the organization’s vision, mission, goals and brand identity 

 Ensure the budget adequately reflects the organization’s program priorities 

 Communicate with management, staff, volunteers and the community, if the organization’s direction or focus 

changes 

 Provide support to committees and taskforces 

 

Ensure Necessary Resources 

 Develop a fundraising strategy and policy to support the mission 

 Actively participate in fundraising activities 

 Confirm the Board’s composition reflects the strategic needs of the organization 

 Verify that the executive leadership team reflects the organization’s strategic management needs 

 

Provide Oversight 

 Ensure compliance with governing documents 

 Have proper procedures and policies in place for financial oversight 

 Provide for a bi-annual outside audit of the Society’s finances 

 Have a risk management policy and plan and update it regularly 

 Adopt a conflict-of-interest policy and disclosure process for Board members  

 Ensure legal and ethical integrity and maintain accountability 

 Determine, regularly monitor and evaluate the organization’s programs and services 

 Support the Executive Director and assess his/her performance regularly 

 

Society Operations 

 Focus on governance, not management 

 Have clear roles and responsibilities between the Board and the Executive Director and staff 

 Update committee structure to meet current and future organizational needs 

 Recruit and orient new Board members 

 Provide ongoing training to all Board members 


