
IBCPC Position Descriptions
Overview
The Directors of the International Breast Cancer Paddlers Commission (IBCPC) are responsible for fulfilling their roles effectively and in alignment with the organization’s mandate, vision, strategic plan, and objectives. Directors work collaboratively with Regional and National Representatives to ensure the success of IBCPC initiatives.
Elected Directors
The IBCPC Board consists of four elected positions:
· President
· Vice President
· Secretary
· Treasurer
President
· Serves as the official spokesperson for IBCPC.
· Chairs all IBCPC meetings, including the Congress.
· Provides leadership and strategic direction within the organization’s mandate.
· Ensures compliance with the Constitution and Bylaws
· Supports and guides Board members in their responsibilities.
· Acts as liaison with the International Dragon Boat Federation (IDBF) and other stakeholders.
· Represents IBCPC at events, in media, and within the breast cancer dragon boat community.
· Oversees succession planning and organizational continuity.
· Serves as a signing officer and provides oversight of the budget.
· Oversees preparation of bylaws and constitutional amendments for Congress.
· Onboards the incoming President.
Vice President
· Assumes the President’s duties in their absence.
· Understands and supports the President’s responsibilities.
· Attends Board and Congress meetings.
· Represents IBCPC within the breast cancer and dragon boat community.
· Supports organizational initiatives and strategic direction.
· Encourages and assists Board members.
· Coordinates collaboration with National Representatives worldwide
· Oversees succession planning and onboards new Board members.
· Acts as a signing officer when required.
· Orients the incoming Vice President
Secretary
· Prepares and distributes agendas for all meetings in consultation with the President.
· Issues meeting notices, considering time zone differences.
· Records and distributes accurate minutes for Board and Congress meetings.
· Maintains official records, including membership lists and attendance at Congress.
· Ensures storage of all records.
· Manages internal communications and consults with the Board.
· Onboards the incoming Secretary.
Treasurer
· Maintains accurate financial records and ensures proper accounting.
· Receives and processes all payments and issues receipts.
· Manages the IBCPC bank account and reconciles transactions monthly.
· Provides monthly financial reports to the Board and prepares reports for Congress.
· Processes membership applications and fees
· Acts as a signing officer and disburses funds as directed.
· Prepares the annual budget in consultation with the President.
· Onboards the incoming Treasurer.
Appointed Directors
In addition to elected positions, up to five appointed directors may serve in specialized roles:
Membership Director
· Verifies team membership according to established criteria.
· Coordinates with the Treasurer on membership fees, updates the database.
· Maintains accurate contact information and ensures website listings are current.
· Supports the creation of new teams globally, including outreach and on-site assistance.
· Collaborates with the President to determine locations and conduct outreach to new teams.
· Builds relationships at festivals.
· Onboards the incoming Membership Director
Communications Director
· Oversees all communication strategies and ensures effective execution.
· Advises updates of website content in collaboration with the web minder.
· Develops internal and external communication plans.
· Ensures brand consistency across all materials.
· Manages social media platforms and Mailchimp records.
· Sources content for the IBCPC newsletter and collaborates with a graphic designer to produce it. 
· Ensures social media platforms are current and engaging.
Additional Appointed Roles
Additional appointed roles may include, but not limited to:
· Merchandise – Monitors official merchandise agreements and product development.
· Sponsorship – Assists in securing global sponsorships and funding.
· Development
· Education
Commitment
Directors must commit sufficient time to fulfil their responsibilities. The Board meets at least monthly online, with additional meetings scheduled as needed.
Opportunity
Serving as an IBCPC Director is an exceptional opportunity for individuals who share the organization’s vision and demonstrate integrity, credibility, and commitment.
Director Criteria
· Alignment with IBCPC’s mission and vision
· Strategic expertise and risk management experience
· Strong interpersonal and communication skills
· Ethical conduct and avoidance of conflicts of interest
· Familiarity with electronic communication tools (e.g., Microsoft Office)
Director Responsibilities
· Ensure effective governance and strategic direction.
· Abide by the IBCPC Values statement
· Acknowledges non-disclosure and confidentially agreements
· Review and approve strategic plans and budgets.
· Develop policies for organizational operations.
· Participate in subcommittees and special projects.
· Represent IBCPC to stakeholders and function as an ambassador.
· Maintain confidentiality and uphold organizational integrity.
· Avoid conflicts of interest.
· Adhere to the code of conduct





