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Board of Directors Member Job Description 
 
Mission: ITAC’s mission is to prevent youth substance use by empowering our community with 
conversations, education, and access to support. 
 
Role of the board of directors: To advise, govern, oversee policy and direction, and assist with the 
leadership and general promotion of ITAC so as to support the organization’s mission and needs.  
 
Major responsibilities of board members: 

● Ensure compliance with ITAC bylaws, NYS Incorporation, and 501(c)(3) status. 
● Lead the organization in alignment with its mission. 
● Organize the board, officers, and committees. 
● Monitor policies and procedures. 
● Monitor finances, including the annual budget. 
● Oversee program planning and evaluation. 
● Support executive staff development. 
● Review and provide input on program and/or committee reports. 
● Promote the organization to constituents and the community. 
● Assist with fundraising and strategic partnerships. 
● Demonstrate Cultural Humility. 

Length of term: Two years 
Meetings and time commitment:  

● The board of directors typically meets monthly, for approximately 1-2 hours, at ICS Campus or 
via zoom. Other locations may be used; board members will be advised ahead of time. 

● Board members are expected to attend a minimum of 7 of the 11 meetings per year. 
● Slice Committees of the board meet an average of four times per year, pending their respective 

work agenda. 
● Board members are asked to attend a minimum of two special events per year. 

 
Expectations of board members: 

● Serve as ambassadors and champions in the community for the coalition. 
● Commitment to ongoing training and education about prevention work, as available. 
● Act in ITAC’s best interests and provide recommendations based on experience. 
● Avoid and disclose conflicts of interest. 
● Attend regular meetings and special events as possible. 
● Serve on a standing committee and ad-hoc committees as needed. 
● Stay informed about community concerns related to ITAC’s mission and programs. 
● Expected to uphold a high standard of professionalism and integrity in all aspects of their work. 
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Board of Directors Candidate Application 
 
 
 
 
 
 
Date:  ______________________________ 
 
Name:  ____________________________________________________________________                             

First                         MI                          Last                        Familiar name 
 
Residence 
 
Address:____________________________________________________________________ 
 
______________________________________________________________________________ 
 
Phone ______________________________ E-mail ________________________ 
  
Employer           
Name: ____________________________________________________________________ 
Your title:  ____________________________________________________________________ 
Address: ____________________________________________________________________ 
Phone ______________________________ E-mail ________________________ 
Type of business or 
organization_______________________________________________________________________ 
Primary service(s) and area/population 
served_______________________________________________________________________ 
 
Preferred method of contact  (   )  Work        (   )  Residence 
 
 
 
 
 
 

Name, phone, email address of organization’s representative: 
____________________________________________________________________________________ 
 
Please return this application to the above address by (date):____________________  
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Please list boards and committees that you serve on, or have served on (business, 
civic, community, fraternal, political, professional, recreational, religious, social). 
 
Organization                                   Role/Title                             Dates of Service 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
 
Education/Training/Certificates 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 _______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
Optional – Have you received any awards or honors that you’d like to mention? 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
How do you feel ITAC would benefit from your involvement on the Board? 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
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Skills, experience and interests (Please circle all that apply) 
 
Finance, accounting 
Personnel, human resources 
Administration, management 
Nonprofit experience 
Community service 
Policy development 
Program evaluation 
Public relations, communications 
 
Please list any groups, organizations or businesses that you could serve as a liaison to on 
behalf of ITAC. 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
Please tell us anything else you’d like to share. 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
 

Thank you for applying! 
 

Education, instruction 
Special events 
Grant writing 
Fundraising 
Outreach, advocacy 
Other _______________________ 
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