
 
 

Board of Directors - Treasurer Recruitment
 

 

Term Length: ​ 3-year term 
Who can apply: ​ Persons 19+ residing in the National Capital Region  
 
 

Italian Week Ottawa is looking for a Volunteer Treasurer to join the Board of Directors. 
 
If you are a financial professional who is passionate about Italian culture and advancing the 
appreciation of Italian heritage in Ottawa— this might be the opportunity for you! 
 
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. 
 
Position Profile  
As Treasurer, you will sit on the Board of Directors (the Board) and also serve as Chair of the 
Finance Committee. Moreover, you will oversee all financial aspects of the organization, provide 
oversight and advice to the hired bookkeeper, ensure that monthly bookkeeping and reporting is 
completed in a timely manner, as well as provide monthly reconciliation reports prior to each 
board meeting. In addition, you will assist with preparing the annual returns for CRA and the 
annual audit and present the audit to the membership at the Annual General Meeting (AGM). 
Furthermore, you will work closely with the Chair and Vice-Chair of the Board of Directors to 
prepare a two-year forward-looking financial plan for the organization. 
 
Skills and Competencies  

●​ A good fundamental knowledge of accounting procedures and practices is required.  
●​ Experience as a CPA or bookkeeper is preferred, but not required.  
●​ Proficiency in the use of Quickbooks Online. 
●​ Proficiency in the use of Excel.  

 
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 
The successful candidate will be required to attend board meetings (typically held once a month 
for 1-2 hours) and work with the Chair and Vice-Chair of the Board of Directors as well as the 
hired bookkeeper to prepare the financial reports in advance of these board meetings. The 

 



 

Treasurer will organize and chair Finance Committee meetings and make themselves available 
to sign cheques and conduct business with the organization’s financial institution, when 
required. The Treasurer will also need to attend the AGM to present the financial audit. 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); 
 

●​ oversee all financial aspects of the organization in line with good accounting practices 
and in accordance with the law and financial controls and procedures that have been put 
in place;  
 

●​ serve as the Chair of the Finance Committee and assign tasks to committee members, 
as needed; 
 

●​ manage the workload of the bookkeeper and ensure monthly bookkeeping and reporting 
of the financial position of the organization are completed in a timely manner. In addition, 
provide monthly reconciliation reports prior to each board meeting, annual budget and 
tracking; 
 

●​ prepare and sign cheques in a timely manner to the organization’s suppliers as needed.  
 

●​ assist with the annual audit of the organization’s Financial Statements following the year 
end and present the audited statements to the membership by the AGM; 
 

●​ assist the auditors in preparing annual returns for CRA and ISEDC returns, as needed; 
and 
 

●​ work closely with the Chair and Vice-Chair of the Board of Directors to prepare a 
two-year forward looking financial plan for the organization.  
 

How to Apply  
Complete the application form below and describe how you meet the Skills and Competencies 
outlined above, 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 provide an overview of your relevant experience or qualifications for the 
position. 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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