
 
 

Board of Directors Recruitment
 

 

Position:​ ​ Director at large 
Who can apply: ​ Persons 19+ residing in the National Capital Region  
 
 

Italian Week Ottawa is accepting nominations for Volunteer Board of Directors.  
 
One of Ottawa’s most iconic annual festivals, and an important symbol of the Italian-Canadian 
community’s collective identity, Italian Week Ottawa is a not-for-profit organization dedicated to 
developing and delivering a festival focused on Italian heritage, lifestyle, and traditions. The 
organization is seeking those who are passionate about Italian culture, and want to contribute to 
the community in a meaningful way, while working alongside a super fun team. 
 
Candidates will be selected by the Nomination Committee and will be elected at the next Annual 
General Meeting (AGM). 
 
All applications will be considered, however, priority will be given to candidates who can 
contribute knowledge and/or experience in one or more of the following areas: 

●​ Marketing, Advertising, and Content Creation 
●​ Communications or Public Relations 
●​ Event Management 
●​ Sponsorship 
●​ Legal  

 
Position Profile  
The Board of Directors (the Board) assumes the operational activities of the organization. It has 
a duty to act in the best interests of the organization and to exercise due diligence. The Board is 
accountable to the granting bodies for the administration of the grant awards received. The 
Board develops and executes the annual program in collaboration with numerous partners. 
Board members are passionate and committed to the Italian-Canadian community and the local 
festival community at large.  
 
A Director’s roles and responsibilities include ensuring 

●​ dedication to the organization’s vision, mission, strategic plan, key goals, and budget; 
●​ the organization’s financial health and accountability; 
●​ that the organization meets all obligations with applicable laws and regulations; and 
●​ that the organization is highly effective, reputable, credible, and collaborative. 

 
Term and Location 
Appointed Directors serve a single term of three years, with eligibility for re-election to a second 
consecutive term of three years. There is no limit to the number of terms a Director can serve. 
 

 



 

Board meetings are held remotely; however, from time-to-time meetings may be held in-person 
in Ottawa. 
 
Time Commitment 
Successful candidates will be required to attend Board meetings (typically held once a month for 
1-2 hours) and committee meetings (frequency and duration depends on the committee). Board 
members are expected to be available in-person to assist in events during the festival in June, 
including a minimum of 12 hours on-site during the three-day Street Festival Weekend. Board 
members are asked to make a commitment to serve a three-year term.  
 
Remuneration 
Service on Italian Week Ottawa’s Board of Directors is without remuneration. 
 
Duties 

●​ fulfill their term as a member of the Board in a volunteer capacity without compensation 
(pre-approved expenses while conducting Italian Week business will be covered); 
 

●​ attend and participate in Board meetings and the AGM, and have a significant 
presence/participation at festival events; 
 

●​ participate on and contribute to at least one committee (typically meetings are biweekly, 
monthly, or every other month depending on the committee); 
 

●​ contribute expertise on a strategic level and operational level;​
 

●​ work in a team-oriented environment that builds on consensus; 
 

●​ complete any assigned tasks and action items by the due date, as needed; 
 

●​ prepare to represent the organization, at all times, including media appearances and at 
special events; 

 

●​ accept the governing By-Laws of the organization and the policies of the Board of 
Directors, and comply with the decision making process, including respecting the 
designated organization’s policies and other key governance components; 

 

●​ avoid conflict of interest situations that jeopardizes the reputation of the organization. 
When in doubt, consult with the Chair of the Board of Directors; and 
 

●​ be potentially interested to consider Board Leadership positions in the future, including 
Executive Leadership roles. 
 

How to Apply  
Complete the application form below and describe how you meet the selected experience 
areas, then email it along with your resume to chair@italianweekottawa.ca. 
 
Acknowledgement of receipt for applications will not be sent. All future communications will be 
sent via email. Only those selected for further consideration will be invited to the interview. 
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Board of Directors Application Form​        Confidential (when completed) 
 

Full Name  

Current (or most recent) Occupation  
(title and employer) 

 

Home Address 
 

 

Email Address   

Phone Number  

Please indicate with an “X” all the areas that you have experience with. Must 
demonstrate how you meet this/these experience(s) in your attached resume. 

__ Board Governance  
__ Grant Writing  
__ Human Resources 
__ Finance 
__ Legal  
__ Sponsorship 

__ Marketing, Advertising, Content Creation 
__ Website Management 
__ Newsletter Development 
__ Graphic Design 
__ Communications or Public Relations 
__ Festival/Event Management Operations 

Please provide an overview of your relevant experience or qualifications for the 
position. Describe your experience in the selected areas above. Include any applicable 
certifications or designations. 

 
 
 
 
 
 
 
 
 
 

Please indicate your primary reasons for wanting to join the Board of Directors. 

 
 
 
 
 

Reference 
(Please provide the contact name and 
information for a reference) 

Name: 
Email: 
Phone: 
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