Institute of Internal Auditors – Ottawa Chapter

Board Member Application Form

Forms must be received by May 10, 2024, for consideration.
1. Available Board Positions (Please Check Boxes for Areas of Interest)
	
	

	
	


 FORMCHECKBOX 
 Chair of Programs   FORMCHECKBOX 
 Chair of Advocacy   FORMCHECKBOX 
 Chair of Events  FORMCHECKBOX 
 Secretary  FORMCHECKBOX 
  Chair of Communications
See Appendix A for Overview of Available Board Positions.

2. Candidate Information
	
	
	
	

	Name:
	
	IIA Member ID#
	

	 FORMCHECKBOX 
  CIA      FORMCHECKBOX 
  Other Designations:
	

	Job Title:
	

	Employer:
	

	Phone:
	
	E-Mail*:
	

	*E-mail address must be provided.  




3. Employment History
	# of years in the internal audit profession:
	
	

	# of years in audit management positions:
	     

	Industry/sector (government, banking, retail, etc)
	

	

	Other relevant experience or skills.
	


4. Professional Associations and Other Activities
	
	

	Current/previous positions held in the IIA or other professional organizations:
	

	Name of Association/Organization:
	

	Position and Year:
	

	Other relevant activities (speaker, instructor, author):
	


5. Please describe why candidate should be selected.
	


6. Information about the Nominator
	This nomination is from:                    FORMCHECKBOX 
  Individual other than the candidate                                 FORMCHECKBOX 
  Candidate



	

	

	Name:
	

	Position:
	

	Phone:
	
	E-mail:
	


Return no later than May 10, 2024, to:
Nominating Committee, Ottawa Chapter

Email: cgriffiths@orbisrisk.ca
Email: hasully@hasaudit.ca
Email: Claudine.Hebert@ised-isde.gc.ca
Email: marc-antoine.guenette@cra-arc.gc.ca
IIA Ottawa Chapter – Overview of Available Positions
	Board Position
	Role
	Overview of Responsibilities

	Chair Programs  
	Chair of Programs is responsible for delivering an educational program that supports Chapter member development, training needs and continuous learning. 
	1. Attend Board meetings (as set out in the Board work plan).

2. Identify and implement programs to serve the needs of the membership. 

3. Assume primary responsibility for education programs.

4. Prepare a preliminary budget for program events and track progress to ensure break-even position and facilitate go/no go decisions.

5. Prepare monthly financial reports with comparative budget figures in coordination with the Treasurer

6. Serve as the main point of contact between the Chapter and other organizations providing training to their members (e.g. ISACA, FMI). 

7. Coordinate program activities with other key local training providers (e.g. OCG).

8. Oversee the communication/notification to members of all Chapter programs events (conducted by Chair of Communications).

9. Ensure a succession plan by identifying future leaders for the Co-Chair of Programs and volunteers for key chapter events.



	Chair of Advocacy 
	The Chair of Advocacy is responsible for setting out and implementing strategies that will promote the value of internal audit, influence public-policy decisions, and advocate investment in internal audit. 
	1. Attend Board meetings (as set out in the Board work plan).

2. Act as representative for IIA Ottawa on the National Advocacy Working Group.

3. Leverage existing IIA materials to promote and advocate the value of the profession with CAEs, audit committee members, business leaders, and public policy makers.
4. Oversee the development of papers, or other advocacy materials related to the federal public sector. 
5. Lead promotion/advocacy messages and oversee the communication/ notification to members (in consultation with Chair of Communications)

6. Develop and maintain strong relationships with key partners (e.g. OCG, Corporate Directors, etc.) to leverage advocacy goals and coordinate related activities.

7. Convene interested parties to influence public-policy decisions. 

8. Ensure a succession plan by identifying future leaders for the Chair of Advocacy and volunteers for promotion/advocacy related events.


	Chair of Events
	The Chair of Certification and Events is responsible for promoting the IIA certification by recognizing newly certified members and facilitating the establishment of CIA training/programs delivered by local universities.  
	1. Attend Board meetings (as set out in the Board work plan).

2. Lead planning and delivery of chapter events evening during the year.

3. Lead planning and delivery of the annual general meeting (AGM). Also works with the other Board members to assist in coordinating information for the annual report.

4. Ensure a succession plan by identifying future leaders for the Chair of Certification and Events.




	Secretary 
	The Secretary maintains records of the Board and is responsible for the minutes of Board meetings.  He/she ensures effective management of the Chapter’s records.  
	1. Attend Board meetings (as set out in the Board work plan).

2. Prepare and maintain all minutes of meetings of the chapter.

3. Support chapter President on matters related to Board meeting planning (agenda preparation, logistics, etc.

4. Establish communication concerning member issues among all committees.

5. Perform as corresponding secretary for the Chapter.

6. Support committee Chairs, and participate as a committee member, as appropriate.
7. Facilitate annual Board self-assessment, and related improvement plan
8. Support the submission of reporting to IIA HQ.
9. Ensure a succession plan by identifying future leaders for the Secretary position and volunteers to support related chapter activities.



	Chair of Communications 
	The Chair of Communications is responsible for establishing the communication strategy, building “brand awareness”, and overseeing communications/marketing products and services. 
	1. Attend Board meetings (as set out in the Board work plan).

2. Establish a communications strategy (in collaboration with Board members) to effectively reach and communicate with our members, CAEs, audit committee members, business leaders, and public policy makers.
3. Work with Board members to recognize communications opportunities and solutions, and define/execute appropriate strategies to support them.
4. Oversee development of the Chapter’s communications including the annual report, marketing materials and electronic communications (emails to members).
5. Manage/oversee email communications to our members. 
6. Coordinate with webmaster for website and social media communications; and support the management of relationships with associated vendors, if required.
7. Serve as the main point of contact between the Chapter and IIA HQ – Communications, and link with other Board members to facilitate their communication needs. 

8. Ensure Chapter compliance with the anti-spam law, with the Webmaster.

9. Ensure a succession plan by identifying future leaders for the Chair of Communications.
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