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AADFC DESCRIPTION OF BOARD ROLES

1. President: Ensuring the goals and objectives of the association are achieved. Seeking the interest of the association. Promoting the association on all fronts. Membership drive. Looking out for opportunities for community members. Informing the community of activities happening in and around St Albert. Liaising with elected officials when a need arises in the community. Seeking partnerships opportunities for the community. Seeking avenues to help members in need and settlement for new immigrants in our community. Fundraising: look for relevant grant sources for our current and future programs. Apply for the Grants, advice the board on the rules of the different grants. Do final grant report for the donor organization for every grant. Organize fundraising activities for AADFC community. 

2.Secretary: Recording minutes of board meetings and distributing to board members regularly. Collating board resolutions on different discussions. Sending & Responding to emails on behalf of the association. Ensuring annual returns for the association is submitted 30 days after the Annual General Meeting. Creating, managing, updating the policy and procedures manual, the bylaws, ethics documents when required. Creating & distributing Agendas for meetings.

3. Treasurer: This role includes keeping accurate records of all revenues and expenses of the association using the Sage or any accounting software. Creating monthly and year end financial reports. Submitting annual reports to Alberta corporate affairs. Assisting with payroll of staff. Making regular returns to Canada Revenue Agency. Submitting budget and expenses for board approval.  Other related accounting job that may arise.

4.Events Director: Presenting a calendar of community events for board approval in advance. Creating a program for the events. Getting local contents, performers, speakers for our events. Ensure all events are promoted on all social media spaces with lots of visibility. Attend African cultural events around the Edmonton area to get content ideas, links to performers and vendors for our events. 

5. Youth Mentorship & Community Engagement Director: create content for our youth Mentorship programs. Secure speakers for it takes a village. Organize the set up and take down of Youth events. Create youth engagement activities during summer and other holidays. Arrange field trips to university open houses and careers fairs for our youths. Black history month presentations in various St Albert schools. Managing Kids Youth Summer and after school Camps. Community Engagement: managing our engagements with the various school boards, different humanitarian organizations in St Albert, different government departments, service clubs. 
 
6.Volunteer Mobilization Director: Find different opportunities for AADFC community members to volunteer within and around St Albert. Confirm requirements for volunteers for various organizations. Mobilizing members for the volunteer opportunities within and outside our community for our different community events. Collating our volunteer records to know our volunteer hours per year for board members & community members 

7. Information Technology Director: managing our IT assets i.e website, social media accounts, YouTube Channel, Creating flyers for our events. 
 
 
9. Welfare: Looking out for job opportunities for community members. Informing the community of activities happening in and around St Albert. Liaising with elected officials when a need arises in the community. Seeking partnerships opportunities for the community. Seeking avenues to help members in need and settlement for new immigrants in our community. Ensuring the goals and objectives of the association are achieved. Seeking the interest of the association. Promoting the association on all fronts. Membership drive. 
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