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Here is the last version of the complete Kurdish House organizational model, structured to be
government-ready, scalable, and operationally clear, with a full explanation of every layer,

department, section, and function.

1. Board of Directors

2. Executive Director

3. Communications & Public Affairs Department

4. Media & Digital Platforms Department

5. Community Engagement Department

6. Education & Training Department

7. Finance & Administration Department

8. Operations & Logistics Department
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Board of Directors

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Overview

The Board of Directors is the highest governing authority of the organization. It provides
strategic leadership, oversight, accountability, and long-term direction to ensure the
organization fulfills its mission, vision, and legal responsibilities.

The Board does not manage daily operations. Its role is governance, policy, supervision,
and strategic decision-making, while the Executive Director and departments handle
operational execution.

The Board ensures that the organization remains:

o Legally compliant

« Financially responsible

o Strategically focused

e Transparent and accountable
o Sustainable and credible

For a nonprofit organization like The Greater Toronto Kurdish House, the Board is
essential for building trust with:

Government institutions
Community members
Donors and sponsors
Partners and stakeholders

2. Purpose of the Board
The Board exists to:

e Define the organization’s long-term direction
e Protect the mission and values

e Ensure responsible use of resources

e Monitor organizational performance

e Support sustainability and growth

o Strengthen public credibility

The Board acts as the guardian of the organization’s vision and institutional integrity.



3. Relationship to the Organization
The organizational relationship is:

Board of Directors

l

Executive Director

!

Departments & Teams

The Board governs the organization through the Executive Director, not through direct
control of departments or volunteers.

4. Main Responsibilities of the Board
A. Strategic Leadership
The Board:
e Approves strategic plans
o Defines long-term priorities

e Guides organizational growth
e Supports institutional development

B. Governance & Policy

The Board:
e Approves bylaws and policies
e Ensures ethical governance

e Maintains accountability standards
o Establishes organizational rules and procedures

C. Financial Oversight
The Board:

e Approves annual budgets



e Reviews financial reports

e Monitors financial sustainability

e Ensures transparency and accountability
e Oversees audits and compliance

D. Executive Oversight

The Board:
e Hires and evaluates the Executive Director
e Reviews organizational performance

e Ensures leadership accountability

The Executive Director reports directly to the Board.

E. Legal Compliance

The Board ensures compliance with:
o Canadian nonprofit regulations
e Ontario legal requirements

e Financial and tax obligations
« Organizational bylaws and governance standards

F. Representation & Credibility
Board members help:
e Build partnerships
e Represent the organization publicly

e Strengthen institutional credibility
e Support fundraising and advocacy efforts

5 Recommended Structure

Core Structure

e Chair (President)



e Vice Chair (optional)

e Secretary

e Treasurer

« Board Members
Recommended size:

¢ 5-9 members

This size allows effective decision-making without becoming overly political or slow.

6. Roles Within the Board
Chair / President

e Leads the Board

e Chairs meetings

o Oversees governance

o Coordinates with the Executive Director
o Ensures strategic focus

Secretary

e Maintains records and meeting minutes
e Ensures documentation and governance compliance

Treasurer

e Oversees financial monitoring
e Reviews budgets and reports
e Supports financial accountability

Board Members

o Participate in governance and decisions
e Review reports and policies
o Contribute expertise and strategic advice



7. Board Meetings

The Board should meet:

Monthly or quarterly

Typical agenda:
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Executive Director report
Financial review

Strategic discussion

Policy review

Major decisions

Risk and compliance review

All decisions should be documented formally.

8. What the Board Should NOT Do

The Board should not:

Manage daily operations

Directly supervise staff or volunteers
Interfere in departments

Bypass the Executive Director
Become involved in personal conflicts

Operational work belongs to management.

9. Characteristics of a Strong Board

A strong Board is:

Strategic
Accountable
Transparent

Active

Professional

Diverse in expertise
Community-oriented



Strong boards focus on institutional success, not personal influence.

10. Skills Needed on the Board
Board members should ideally bring experience in:

« Governance

e Finance

o Law

e Community leadership
e Public relations

o Fundraising

e Government relations
o Strategic planning

A balanced Board improves decision-making and credibility.

11. Board KPIs (Performance Indicators)
The Board should monitor:

o Strategic goals achieved

o Financial health

e Meeting attendance

e Policy compliance

o Executive Director performance
e Funding and partnership growth
o Organizational impact

Governance should be measurable, not symbolic.

12. Importance of the Kurdish House
For The Greater Toronto Kurdish House, the Board is essential to:

o Preserve organizational stability
o Build government trust

e Support funding readiness

e Protect institutional credibility

e Ensure long-term sustainability



e Guide community impact and growth

The Board transforms the organization from an informal community group into a structured
and respected institution aligned with Canadian nonprofit standards.

13. Summary

The Board of Directors is the strategic and governing authority of the organization. It
ensures accountability, financial oversight, policy direction, and institutional sustainability
while empowering the Executive Director to manage daily operations.

A strong Board creates:

o Stability

o Credibility

e Accountability

o Strategic growth
e Community trust

Without an effective Board, even strong programs and departments eventually lose
structure, funding readiness, and long-term impact.



Executive Director

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Position Overview

The Executive Director (ED) is the highest operational leader of the organization and is
responsible for managing the overall administration, strategy execution, operational
coordination, and institutional development of Kurdish House.

The Executive Director serves as the bridge between:

e The Board of Directors (governance)
o Departments and operational teams (execution)

The position is responsible for transforming the organization’s mission, vision, and strategic
plans into measurable results and sustainable operations.

The Executive Director is accountable for ensuring that the organization operates in a:

o Professional

e Transparent

o Efficient

e Legally compliant

e Impact-oriented manner

This role is the central leadership and coordination position within the organization.

2. Core Purpose of the Position
The Executive Director exists to:

o Execute the organization’s strategic vision

e Lead and coordinate all departments

o Ensure organizational stability and growth

e Build partnerships and funding opportunities

« Maintain operational accountability

o Strengthen institutional credibility and sustainability



3. Position in Organizational Structure
The Executive Director reports directly to:
e Board of Directors
The following report to the Executive Director:
o Department Directors / Heads
o Strategy, Partnerships & Impact Unit
o Operational coordinators and assigned leadership positions
Organizational flow:
Board of Directors

l

Executive Director

l

Departments & Teams

4. Main Responsibilities of the Executive Director
A. Strategic Leadership
The Executive Director:

e Implements Board-approved strategies

o Develops operational plans

e Supports organizational growth and sustainability
o Aligns departmental activities with organizational goals

B. Organizational Management
The Executive Director:

e Oversees all departments

o Coordinates organizational activities

o Ensures operational efficiency

o Maintains organizational discipline and structure



C. Leadership & Supervision
The Executive Director:

e Supervises department leadership

e Supports team development

e Promotes accountability and performance

e Resolves organizational and operational challenges

D. Financial Oversight
The Executive Director:

o Oversees financial planning and budgeting
e Monitors organizational expenditures

e Supports funding and sustainability efforts
o Ensures financial accountability

The Executive Director manages financial operations but remains accountable to Board-
approved policies and budgets.

E. Partnerships & External Relations
The Executive Director:

o Represents the organization externally

o Builds partnerships and institutional relationships
o Engages with government and stakeholders

e Supports fundraising and sponsorship development

F. Program & Operational Oversight
The Executive Director:

o Ensures programs and services are delivered effectively
e Monitors departmental performance

o Ensures coordination across departments

e Supports operational readiness and execution



G. Reporting & Accountability
The Executive Director:

e Reports organizational performance to the Board
o Provides operational and financial updates

e Ensures transparency and reporting compliance
e Supports impact measurement and evaluation

5. Rights & Authority of the Executive Director
The Executive Director has authority to:

e Manage organizational operations

e Supervise staff and department leadership

o Implement approved strategies and policies

o Coordinate budgets within approved limits

» Represent the organization operationally

o Recommend organizational improvements

e Approve operational decisions within delegated authority

The Executive Director does not have authority to:

e Override the Board of Directors

e Ignore governance policies or bylaws

o Commit major strategic or financial decisions without approval
o Use organizational resources outside approved purposes

6. Decision-Making Authority
The Executive Director may make decisions regarding:

o Daily operations

o Staff coordination

e Program implementation

e Operational priorities

e Internal management procedures
o Routine organizational matters

Major decisions requiring Board approval include:

o Strategic changes



e Large financial commitments
e Major partnerships or legal agreements
o Structural organizational changes

7. Key Duties in Daily Operations
Daily and operational duties may include:

o Coordinating department activities

e Reviewing reports and KPIs

e Conducting leadership meetings

e Monitoring organizational performance
e Communicating with stakeholders

e Supporting events and initiatives

e Reviewing operational and financial issues

e Managing risks and priorities

8. Leadership Responsibilities
The Executive Director is responsible for:

e Building organizational culture
e Promoting teamwork and professionalism
e Encouraging accountability

e Supporting innovation and development

o Maintaining ethical and respectful leadership

Strong leadership directly affects:

e Volunteer retention

o Organizational discipline
e Community trust

o Departmental performance

9. Relationship with the Board of Directors

The Executive Director:

o Executes Board-approved direction
e Provides reports and recommendations



e Supports governance processes
e Maintains regular communication with the Board Chair

The Board governs.
The Executive Director manages operations.

The Executive Director should not interfere with governance responsibilities, and the Board

should not interfere with daily management.

10. Relationship with Departments
The Executive Director:

o Coordinates all departments

o Ensures collaboration between teams

e Resolves conflicts and operational gaps

e Supports departmental performance and development

Departments report through the Executive Director rather than directly to the Board.

11. Required Skills & Competencies
An effective Executive Director should possess:

o Leadership and management skills

o Strategic thinking

o Financial and operational understanding

e Communication and diplomacy

e Problem-solving ability

e Organizational development skills

e Community and stakeholder engagement capacity
o Crisis management and decision-making ability

12. Key Performance Indicators (KPIs)
The Executive Director should be evaluated based on:
o Strategic goals achieved

e Organizational growth
e Funding secured



e Partnership development

e Program performance

e Financial stability

o Reporting quality and timeliness

o Community impact and engagement
o Staff and volunteer performance

o Operational efficiency

13. Common Risks & Challenges
Common Executive Director risks include:

o Over-centralization of authority

e Poor delegation

o Weak reporting systems

e Lack of strategic focus

e Burnout due to operational overload

o Insufficient communication with the Board

Strong organizational systems help reduce these risks.

14. Importance of the Position
Without a strong Executive Director:

o Departments become disconnected
e Operations lose coordination

o Strategic plans fail in execution

e Accountability weakens

e Funding and partnerships decline
o Organizational credibility suffers

The Executive Director is essential for:

o Institutional stability

e Operational success

o Strategic implementation
o Leadership continuity

o Organizational growth



15. Summary

The Executive Director is the highest operational leader responsible for managing the
organization’s daily operations, implementing strategy, coordinating departments, and ensuring
organizational effectiveness.

The position oversees:

o Organizational management

e Program execution

e Financial oversight

o Partnerships and representation
o Leadership and accountability
e Operational coordination

The Executive Director ensures that The Greater Toronto Kurdish House operates as a
professional, transparent, sustainable, and impact-driven institution aligned with Canadian
nonprofit standards.

The success of the entire organizational structure depends heavily on the effectiveness, discipline,
and leadership capacity of the Executive Director.



Communications & Public Affairs Department

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Department Overview

The Communications & Public Affairs Department is responsible for managing the
organization’s external relationships, institutional communication, public image,
advocacy efforts, partnerships, and strategic representation.

This department acts as the official bridge between the organization and:

o Government institutions

e Media organizations

e NGOs and partners

e Sponsors and donors

e The public and broader Canadian society

Its role is not only communication, but also institutional positioning, credibility building,
and relationship management.

The department ensures that the organization speaks with one professional, consistent,
and trusted voice.

2. Core Purpose
The department exists to:

o Protect and strengthen the organization’s reputation
o Build strategic external relationships

o Represent the Kurdish House professionally

e Support funding and partnership opportunities

o Ensure official communication consistency

e Increase visibility and institutional credibility

3. Main Functions of the Department

The department is responsible for:



o Public relations and official communications
o Government and institutional engagement

o Legal and governance coordination

o Fundraising and sponsorship development

« Strategic advocacy and representation

o External stakeholder management

4. Organizational Structure of the Department
The department consists of four main sections:
1. Public Relations Section
2. Government Relations Section
3. Legal & Governance Support Section
4. Fundraising & Sponsorship Section

Each section has a specialized operational role.

5. Department Leadership Structure
Department Director / Head
Responsible for:

o Leading the department

o Coordinating all sections

e Reporting to the Executive Director

e Managing external communication strategy
e Approving official communication outputs

Section Leads
Each section should have a lead responsible for:

o Daily coordination

e Task execution

e Reporting

e Performance monitoring



6. Rights & Authority of the Department
The department has the authority to:

o Represent the organization externally (with approval protocols)

o Communicate with institutions and partners

e Develop communication strategies

e Recommend partnerships and sponsorships

o Coordinate public messaging

e Request information from departments for official communication purposes

The department does not have the authority to:

e Approve budgets independently
e Sign legal agreements without authorization
o Make strategic decisions without Executive approval

7. Department Duties & Responsibilities
A. Institutional Communication

o Manage official communications

e Prepare statements and announcements
o Coordinate organizational messaging

e Maintain communication standards

B. Public Representation

e Represent the organization professionally
o Attend public meetings and events
e Build institutional visibility

C. Relationship Management

« Build relationships with:
o Government
NGOs
Community organizations
Media outlets
Sponsors
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D. Reputation Management

Protect organizational credibility
Respond to communication issues
Ensure professional public image

E. Strategic Advocacy

Promote community interests professionally

Support civic engagement

Increase organizational influence

8. Workflow of the Department

Typical workflow:
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Identify communication or partnership need
Coordinate internally

Draft communication or proposal

Review and approval

External engagement

Follow-up and reporting

9. Key Performance Indicators (KPIs)

The department should measure:

Number of partnerships established
Sponsorship revenue secured
Government engagement activities
Public visibility metrics

Media coverage

Stakeholder satisfaction

Proposal success rate

SECTION 1 - PUBLIC RELATIONS SECTION



1. Purpose

The Public Relations (PR) Section manages the public image and communication reputation of
the organization.

It ensures the organization is viewed as:

e Professional

e Organized

e Credible

e Community-focused

2. Main Duties

o Draft press releases

e Prepare official announcements

o Coordinate media communication

o Handle public inquiries

o Manage communication during events
e Protect organizational reputation

e Prepare speeches and statements

3. Rights & Authority

The section may:
o Communicate with media representatives
e Prepare official communication drafts
o Coordinate branding consistency

The section may not:

e Publish major statements without approval
o Represent legal or political positions independently

4. Required Skills

e Communication
e Writing
e Public speaking



e Crisis communication
¢« Media coordination

SECTION 2 - GOVERNMENT RELATIONS SECTION

1. Purpose
This section manages relationships with:

Municipal government
Ontario government
Federal institutions
Public agencies

It helps position Kurdish House as a trusted community institution.

2. Main Duties

e Monitor government opportunities

o Build institutional relationships

e Attend government meetings

« Coordinate civic engagement

e Track public policy developments

e Support grant and partnership initiatives

3. Rights & Authority

The section may:
o Communicate with public institutions
e Schedule official meetings
o Represent organizational programs

The section may not:

o Commit the organization legally or financially
o Make political endorsements without Board approval



4. Required Skills

e Diplomacy

o Policy understanding

e Institutional communication
e Negotiation

o Professional networking

SECTION 3 - LEGAL & GOVERNANCE SUPPORT SECTION

1. Purpose

This section supports organizational compliance, governance structure, policies, and legal
coordination.

Its role is preventive protection, not courtroom litigation.

2. Main Duties

e Maintain organizational policies

e Support bylaws and governance documents
o Coordinate legal reviews

e Monitor compliance requirements

e Support contract review processes

« Maintain governance records

3. Rights & Authority

The section may:
e Recommend compliance actions
o Review governance procedures
e Request documentation

The section may not:

e Actas external legal counsel unless authorized
e Approve legal agreements independently



4. Required Skills

Governance knowledge
Policy management
Documentation

Legal coordination
Compliance understanding

SECTION 4 - FUNDRAISING & SPONSORSHIP SECTION
1. Purpose
This section develops financial sustainability through:

e Sponsorships

o Donations

e Partnerships

e Community support initiatives

It is one of the most critical sustainability functions in the organization.

2. Main Duties

Identify sponsors and donors
Prepare sponsorship proposals
Build donor relationships
Support fundraising campaigns
Coordinate fundraising events
Maintain donor records

3. Rights & Authority

The section may:
o Contact sponsors and donors
e Present proposals

e Organize fundraising initiatives

The section may not:



e Accept restricted agreements without approval
o Commit organizational finances independently

4. Required Skills

e Networking

e Proposal writing

o Negotiation

e Relationship management
e Strategic communication

10. Coordination with Other Departments
This department works closely with:

e Media & Digital Platforms

o Strategy, Partnerships & Impact

e Finance & Administration

o Community Engagement

Because communication affects the entire organization.

11. Importance of This Department
Without a strong Communications & Public Affairs Department:

e The organization loses credibility
e Partnerships weaken

e Public image becomes inconsistent
o Government trust decreases

e Funding opportunities decline

This department transforms the organization from a local community group into a recognized
public institution.

12. Summary



The Communications & Public Affairs Department is responsible for managing the
organization’s external communication, institutional relationships, public image, legal
coordination, and fundraising support.

It ensures that:

e The organization is represented professionally

e Communication remains consistent

e Partnerships and sponsorships grow

o Institutional credibility is protected

e Government and community trust are strengthened

The department is a strategic pillar of organizational growth, sustainability, and public
legitimacy.



Media & Digital Platforms Department

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Department Overview

The Media & Digital Platforms Department is responsible for managing the
organization’s digital presence, media production, online communication platforms,
branding consistency, technical systems, and digital engagement.

This department serves as the organization’s digital voice and communication
infrastructure. It ensures that Kurdish House remains:

e Visible

o Connected

e Technically organized

o Professionally represented online

The department combines:

e Media production

o Digital communication

e Technology infrastructure
e Membership systems

e Branding and design

It is one of the most important departments for community growth, visibility,
engagement, and modern organizational development.

2. Core Purpose
The department exists to:

e Build and maintain the organization’s digital presence
e Communicate programs and activities to the public

e Strengthen community engagement online

e Manage digital systems and platforms

e Support communication campaigns

o Preserve a consistent institutional identity



3. Main Functions of the Department
The department is responsible for:

o Social media management

o Content creation and publishing

Graphic design and branding

Website and digital infrastructure management
Membership and volunteer digital systems
Digital engagement and analytics

Online campaign support

4. Organizational Structure of the Department
The department consists of four main sections:

Social Media & Content Production Section
Design & Branding Section

Website & Digital Infrastructure Section
Membership & Volunteer Platform Section
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Each section supports a different part of the organization’s digital ecosystem.

5. Department Leadership Structure Department Director / Head
Responsible for:

e Managing department operations

e Approving digital strategies

o Coordinating digital communication

e Ensuring technical and branding consistency
e Reporting to the Executive Director

Section Leads
Responsible for:
o Daily operations within sections

e Team coordination
o Content and system management



e Reporting and execution

6. Rights & Authority of the Department
The department has authority to:

e Manage official digital platforms

e Publish approved content

o Develop digital campaigns

e Maintain website and systems

o Coordinate digital communication strategies

e Request information from departments for media purposes

The department does not have the authority to:
e Publish sensitive political or legal statements independently

o Approve organizational policy
o Commit financial or contractual agreements without authorization

7. Department Duties & Responsibilities
A. Digital Communication
e Maintain online communication channels

e Publish organizational news and updates
e Promote programs and activities

B. Media Production

o Create digital content

e Produce videos, graphics, and promotional materials
o Cover events and programs

C. Technical Infrastructure

e Maintain website and digital systems
o Ensure platform security and reliability
e Support internal technical tools



D. Community Engagement

e Increase public interaction
o Strengthen online community participation
e Support volunteer and membership engagement

E. Branding & ldentity

e Maintain visual consistency
e Protect institutional branding standards

8. Workflow of the Department
Typical workflow:

Receive communication or campaign request
Plan content or technical requirements
Produce media/design/system update
Review and approval

Publish or deploy

Monitor analytics and engagement
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9. Key Performance Indicators (KPIs)
The department should measure:

Social media growth rate
Engagement rate

Website traffic

Content production volume
Event coverage quality
Membership platform activity
Volunteer onboarding activity
Website/system performance

SECTION 1 - SOCIAL MEDIA & CONTENT PRODUCTION SECTION



1. Purpose

This section manages the organization’s digital communication channels and produces
public-facing media content.

It ensures continuous communication between the organization and the community.

2. Main Duties

e Manage social media accounts

o Create and schedule posts

e Produce videos and multimedia content
o Cover events and activities

o Write captions and announcements

e Respond to online engagement

e Support awareness campaigns

Platforms may include:

o [Facebook
e Instagram
e YouTube
e LinkedIn

e TikTok

e X (Twitter)

3. Rights & Authority

The section may:
e Publish approved content
e Communicate with followers online
e Recommend campaign strategies

The section may not:

e Publish sensitive or political statements without approval
o Share confidential organizational information

4. Required Skills



o Content creation

Social media management
Video production

Writing and storytelling
Photography and editing
Digital marketing

SECTION 2 - DESIGN & BRANDING SECTION

1. Purpose
This section protects and develops the organization's visual identity.

It ensures that all visual materials appear professional, consistent, and aligned with the
organization’s image.

2. Main Duties

Design posters and event materials
Create digital campaigns

Maintain branding standards
Produce templates and presentations
Support visual storytelling

Ensure logo and brand consistency

3. Rights & Authority

The section may:
o Develop visual materials
e Recommend branding improvements
e Maintain design standards

The section may not:

« Change official branding without authorization
e Approve external campaigns independently



4. Required Skills

e Graphic design

Branding

Typography and layout
Creative direction

Design software proficiency

SECTION 3 - WEBSITE & DIGITAL INFRASTRUCTURE SECTION

1. Purpose
This section manages the organization’s technical systems, website, and digital infrastructure.

It ensures the organization operates with reliable and secure digital tools.

2. Main Duties

Manage website content and structure
Maintain hosting and domains

Monitor website performance and security
Support internal digital tools

Maintain databases and forms

Improve user experience (UX)

3. Rights & Authority
The section may:
e Manage technical infrastructure
o Update website systems
e Recommend technology solutions

The section may not:

e Purchase major systems without approval
e Access sensitive data without authorization procedures



4. Required Skills

e Web management

CMS systems (WordPress, etc.)
Basic cybersecurity awareness
Database management
Technical troubleshooting

SECTION 4 - MEMBERSHIP & VOLUNTEER PLATFORM SECTION

1. Purpose
This section manages the organization’s digital membership and volunteer systems.

It supports community organization, engagement tracking, and volunteer coordination.

2. Main Duties

Maintain membership database

Support volunteer registration

Track participation records

Coordinate onboarding systems

Manage communication lists

Support digital forms and registration systems

3. Rights & Authority

The section may:
o Maintain member records
o Coordinate volunteer systems
o Generate participation reports

The section may not:

o Share personal data improperly
o Use member information outside organizational purposes



4. Required Skills

o Database management

e Volunteer coordination

o Digital systems organization

e Privacy and confidentiality awareness

10. Coordination with Other Departments
This department works closely with:

e Communications & Public Affairs
e Community Engagement

o Education & Training

e Operations & Logistics

o Strategy, Partnerships & Impact

Because nearly all organizational activities require media and digital support.

11. Importance of This Department
Without a strong Media & Digital Platforms Department:

e The organization becomes invisible online
o Community engagement weakens

o Communication becomes inconsistent

o Events receive low visibility

o Growth and outreach slow significantly

In modern nonprofit organizations, digital visibility directly affects:

e Community growth

e Public credibility

e Funding opportunities
e Volunteer engagement
o Institutional legitimacy

12. Summary



The Media & Digital Platforms Department manages the organization’s digital communication,
media production, branding, technical infrastructure, and online engagement systems.

Its responsibilities include:

o Content creation

e Social media management

e Branding and design

o Website and technical systems

e Membership and volunteer digital coordination

The department ensures that the organization remains:

e Professionally visible

e Technically organized

o Digitally connected

e Publicly engaged

o Institutionally consistent

It is a critical operational and communication pillar supporting organizational growth, outreach,
and modern community engagement.



Community Engagement Department

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Department Overview

The Community Engagement Department is responsible for strengthening relationships within
the Kurdish community, promoting cultural identity, supporting social inclusion, and building
meaningful participation in organizational and community life.

This department serves as the social and cultural heart of the organization. It connects Kurdish
House directly with:

o Families
e Youth
¢ Women

o Newcomers

e Community members
e Cultural groups

e Volunteers

Its role is to transform the organization from a formal institution into an active and trusted
community center.

The department ensures that Kurdish House remains:

e Community-centered

e Inclusive

e Culturally active

e Socially connected

e Responsive to community needs

2. Core Purpose
The department exists to:

e Strengthen community unity and participation

e Preserve Kurdish culture and heritage

e Support social integration in Canada

« Build trust and belonging

e Encourage volunteerism and civic engagement

e Support vulnerable and underrepresented groups



3. Main Functions of the Department
The department is responsible for:

e Community programs and engagement
e Cultural activities and festivals

e Women and youth initiatives

o Community outreach and support

e Volunteer participation

o Social inclusion and networking

o Newcomer engagement

4. Organizational Structure of the Department
The department consists of four main sections:

Women’s Affairs Section

Youth Affairs Section

Cultural Programs & Events Section
Community Outreach Section
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Each section supports a specific social and community function.

5. Department Leadership Structure
Department Director / Head
Responsible for:
e Leading all community engagement activities
o Coordinating sections and programs
o Building community relationships

« Reporting to the Executive Director
e Ensuring inclusive participation

Section Leads

Responsible for:



o Daily operations

e Program coordination

e Volunteer supervision

e Reporting and implementation

6. Rights & Authority of the Department
The department has authority to:

o Organize community programs and events
e Coordinate community participation

e Build local community partnerships

o Develop cultural and social initiatives

e Recommend engagement strategies

e Request support from other departments

The department does not have authority to:
o Commit organizational finances independently

e Issue political statements
e Sign agreements without approval

7. Department Duties & Responsibilities
A. Community Development
e Strengthen community participation

e Encourage social connection and inclusion
e Support community needs and engagement

B. Cultural Preservation
e Promote Kurdish language and heritage

o Organize cultural celebrations and activities
e Support intergenerational cultural connection

C. Social Support & Inclusion



e Support newcomers and vulnerable individuals
e Encourage inclusion and belonging
e Connect community members with resources

D. Volunteer & Civic Engagement

e Encourage volunteering
o Build leadership opportunities
e Promote community responsibility

E. Community Representation

e Listen to community concerns
e Support community dialogue
e Build trust between the organization and the public

8. Workflow of the Department
Typical workflow:

Identify community needs or opportunities
Plan programs or activities

Coordinate volunteers and logistics
Promote participation

Execute activities

Collect feedback and report outcomes
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9. Key Performance Indicators (KPIs)
The department should measure:

e Number of events and programs delivered
o Community participation rates

e Volunteer engagement levels

e Attendance growth

o Participant satisfaction

o Diversity and inclusion metrics

e Newcomer participation



e Retention of active participants

SECTION 1 - WOMEN’S AFFAIRS SECTION

1. Purpose

The Women’s Affairs Section supports the participation, empowerment, inclusion, and
leadership development of Kurdish women within the community.

The section ensures women have:

o Equal opportunities

o Safe participation spaces

e Social and professional support
o Leadership involvement

2. Main Duties

o Organize women-focused programs and activities

e Support women’s leadership initiatives

o Facilitate educational and networking opportunities
e Promote inclusion and participation

e Support family and social wellness initiatives

e Encourage volunteer and civic involvement

3. Rights & Authority

The section may:
e Organize women-centered activities
e Recommend inclusion initiatives
o Coordinate support programs

The section may not:

o Represent official political positions
o Commit organizational resources without approval



4. Required Skills

Community leadership
Communication
Inclusion and advocacy
Program coordination
Cultural sensitivity

SECTION 2 - YOUTH AFFAIRS SECTION

1. Purpose

The Youth Affairs Section focuses on engaging Kurdish youth and supporting their social,
cultural, educational, and leadership development within Canadian society.

The section helps youth:

Stay connected to Kurdish identity

Build leadership skills

Integrate successfully into Canadian society
Participate actively in community life

2. Main Duties

Organize youth programs and activities

Develop leadership and mentorship opportunities
Support social and cultural engagement
Encourage volunteer participation

Coordinate youth workshops and events

Promote civic and community involvement

3. Rights & Authority

The section may:
o Develop youth-focused initiatives
o Coordinate youth volunteer teams

e Recommend youth engagement strategies

The section may not:



e Operate independently from organizational policies
e Approve external partnerships without authorization

4. Required Skills

e Youth engagement

Leadership development

Event coordination

Mentorship and communication
Social program management

SECTION 3 - CULTURAL PROGRAMS & EVENTS SECTION
1. Purpose

This section preserves and promotes Kurdish heritage, traditions, arts, language, and cultural
identity through organized events and programs.

It plays a central role in maintaining intergenerational cultural continuity.

2. Main Duties
o Organize cultural festivals and celebrations
o Coordinate Newroz and heritage events
o Promote Kurdish arts and traditions
e Support cultural education activities

Coordinate performances and exhibitions
e Preserve cultural identity and visibility

3. Rights & Authority
The section may:
e Organize cultural programs
o Coordinate artists and performers

o Develop cultural activities

The section may not:



o Commit large financial expenditures independently
e Represent political organizations or agendas

4. Required Skills

e Event management

e Cultural coordination

e Community networking
e Creative planning

e Program organization

SECTION 4 - COMMUNITY OUTREACH SECTION

1. Purpose

The Community Outreach Section connects directly with community members, newcomers,
families, and local organizations to strengthen social support and community integration.

This section acts as the organization’s frontline connection with the community.

2. Main Duties

e Support newcomer integration

o Connect members with services and resources

e Build local partnerships

o Conduct outreach activities

o Identify community needs

e Maintain community communication and follow-up

3. Rights & Authority

The section may:
o Communicate with community organizations
e Conduct outreach activities

o Refer individuals to support services

The section may not:



e Provide professional legal or medical advice without authorization
o Commit organizational resources independently

4. Required Skills

e Communication

e Social support coordination
e Networking

e Community organizing

e Problem-solving

e Cultural awareness

10. Coordination with Other Departments
This department works closely with:

o Media & Digital Platforms

e Communications & Public Affairs
o Education & Training

e Operations & Logistics

o Strategy, Partnerships & Impact

Because community activities require communication, operational support, and reporting
coordination.

11. Importance of This Department
Without a strong Community Engagement Department:

o Community participation declines
e Cultural connection weakens

e Volunteers disengage

e Programs lose relevance

e Trust in the organization decreases

This department creates:
e Community belonging

e Cultural continuity
e Public trust



e Volunteer growth
o Social cohesion

It is one of the most visible and impactful departments in the organization.

12. Summary

The Community Engagement Department is responsible for strengthening community
participation, cultural preservation, social inclusion, and volunteer engagement.

Its responsibilities include:

e Community programs

e Cultural activities

e Women and youth initiatives

e QOutreach and newcomer support
« Social and civic participation

The department ensures that the organization remains:

e Community-centered

e Inclusive

e Culturally active

e Socially connected

e Responsive to community needs

It is a foundational department that directly supports community trust, organizational visibility,
cultural identity, and long-term institutional impact.



Education & Training Department

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Department Overview

The Education & Training Department is responsible for supporting learning, personal
development, academic advancement, professional skills development, and community capacity
building.

This department helps individuals integrate successfully into Canadian society while preserving
educational and cultural growth within the Kurdish community.

It serves:
« Students
¢ Youth

o Newcomers

e Professionals

o Families

e Community learners

The department supports both educational success and long-term social and economic
empowerment.

It transforms the organization from only a cultural institution into a development-oriented
community organization.

2. Core Purpose
The department exists to:

e Improve educational opportunities

e Support academic and professional development
o Strengthen community skills and knowledge

e Help newcomers integrate successfully

e Support career readiness and mentorship

o Encourage lifelong learning



3. Main Functions of the Department
The department is responsible for:

e Educational support programs

e Academic guidance

Skills training and workshops

Career development and mentorship
Student support services

Language and integration programs
Professional and leadership development

4. Organizational Structure of the Department
The department consists of four main sections:

Academic Affairs Section

Training & Courses Section

Mentorship & Career Development Section
Student Support Section
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Each section supports a different educational and developmental need.

5. Department Leadership Structure
Department Director / Head
Responsible for:

Leading educational strategy and programs
Coordinating all sections

Building educational partnerships
Monitoring program quality and outcomes
Reporting to the Executive Director

Section Leads
Responsible for:

o Program coordination



o Daily operations
e Participant support
e Reporting and implementation

6. Rights & Authority of the Department
The department has authority to:

o Organize educational and training programs

o Develop workshops and learning initiatives

o Coordinate mentorship and career support

o Build partnerships with educational institutions

e Recommend educational strategies and programs
The department does not have authority to:

o Issue accredited certifications without authorization

o Commit major financial expenditures independently
o Represent external educational institutions officially

7. Department Duties & Responsibilities
A. Educational Development
e Support academic achievement

e Encourage lifelong learning
e Improve access to educational opportunities

B. Skills & Professional Training
e Provide workshops and practical training

o Strengthen professional and leadership skills
e Support workforce readiness

C. Student & Newcomer Support

e Assist integration into schools and universities
e Support adaptation to Canadian educational systems



e Provide educational guidance and referrals

D. Career & Mentorship Support

e Connect participants with mentors
e Support networking and career planning
e Promote employment readiness

E. Community Capacity Building

o Strengthen knowledge and leadership within the community
e Encourage volunteer and civic development

8. Workflow of the Department
Typical workflow:

Identify educational or training needs
Design program or workshop

Recruit instructors, mentors, or volunteers
Promote and register participants

Deliver training or support program
Evaluate outcomes and collect feedback
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9. Key Performance Indicators (KPIs)
The department should measure:

e Number of programs delivered

o Number of participants enrolled

e Program completion rates

o Participant satisfaction

e Mentorship participation

o Employment or education placement outcomes
o Community participation growth

o Partnership development



SECTION 1 - ACADEMIC AFFAIRS SECTION

1. Purpose

The Academic Affairs Section supports students and learners in achieving academic success and
accessing educational opportunities.

The section helps community members navigate:

e Schools

e Colleges

e Universities

e Academic pathways in Canada

2. Main Duties

e Provide academic guidance and referrals

e Support educational planning

o Coordinate educational workshops

o Help students access academic resources

o Build educational institution relationships

e Promote academic achievement and awareness

3. Rights & Authority

The section may:
o Coordinate educational support activities
o Communicate with educational partners
e Recommend academic support initiatives

The section may not:

 Issue official academic evaluations independently
e Represent external institutions without authorization

4. Required Skills

e Educational guidance
e Communication



e Academic system understanding
e Student support coordination
e Community outreach

SECTION 2 - TRAINING & COURSES SECTION

1. Purpose

This section develops and delivers practical learning opportunities that improve skills,
employability, leadership, and community development.

Programs may include:

Language training
Computer and digital skills
Leadership workshops
Professional development
Community education

2. Main Duties

e Organize workshops and courses
Coordinate instructors and trainers
Develop training materials

Support participant registration
Monitor attendance and completion
Evaluate training effectiveness

3. Rights & Authority

The section may:
e Develop educational workshops
o Coordinate training schedules
e Recommend course development

The section may not:

« Issue formal certifications without authorization
o Commit large operational budgets independently



4. Required Skills

Training coordination

Adult education

Workshop facilitation
Curriculum organization
Communication and planning

SECTION 3 - MENTORSHIP & CAREER DEVELOPMENT SECTION
1. Purpose

This section supports career growth, professional networking, leadership development, and
mentorship opportunities for community members.

It helps bridge the gap between education and employment.

2. Main Duties

Coordinate mentorship programs

Connect participants with professionals

Organize career workshops and networking events
Support resume and interview preparation
Promote leadership development

Support employment readiness initiatives

3. Rights & Authority
The section may:
o Coordinate mentorship activities
e Build professional networks
o Organize career development initiatives

The section may not:

o Guarantee employment opportunities
e Represent employers without authorization



4. Required Skills

e Mentorship coordination

o Career guidance

e Networking

o Leadership development

e Communication and coaching

SECTION 4 - STUDENT SUPPORT SECTION

1. Purpose

The Student Support Section assists students and newcomer learners in adapting successfully to
Canadian educational and social environments.

It focuses on integration, guidance, and student well-being.

2. Main Duties

e Support newcomer students

e Assist with educational integration

e Provide orientation and guidance

o Refer students to support services

o Coordinate peer support initiatives

e Promote student engagement and participation

3. Rights & Authority
The section may:
e Provide student guidance and referrals
o Coordinate support activities
e Communicate with families and participants

The section may not:

o Provide professional counseling without authorization
e Access confidential information improperly



4. Required Skills

e Student support

o Communication

e Cultural awareness

e Problem-solving

e Community coordination

10. Coordination with Other Departments
This department works closely with:

o Community Engagement

e Media & Digital Platforms

o Communications & Public Affairs
o Strategy, Partnerships & Impact

e Operations & Logistics

Because educational programs require communication, logistics, partnerships, and outreach
support.

11. Importance of This Department
Without a strong Education & Training Department:

e Community development slows

e Youth and newcomers lose support

o Professional growth opportunities decrease
o Integration challenges increase

o Leadership capacity weakens

This department directly contributes to:

e Social integration

« Economic empowerment

o Community leadership

e Long-term institutional impact
o Educational advancement

It is one of the most transformative departments in the organization.



12. Summary

The Education & Training Department is responsible for educational support, skills
development, mentorship, training programs, and student assistance.

Its responsibilities include:

e Academic guidance

o Skills and leadership training

o Career development

e Mentorship coordination

e Student and newcomer support

The department ensures that the organization contributes to:

o Educational growth

o Workforce readiness

o Leadership development

e Social integration

o Community empowerment

It is a strategic department that strengthens both individual success and long-term community
capacity.



Finance & Administration Department

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Department Overview

The Finance & Administration Department is responsible for managing the organization’s
financial systems, administrative operations, organizational resources, compliance procedures,
and internal operational stability.

This department serves as the administrative and financial backbone of the organization. It
ensures that Kurdish House operates in a:

e Financially responsible

e Organized
e Transparent
o Efficient

e Sustainable manner
The department protects the organization from:

o Financial disorder

e Administrative confusion
e Compliance risks

e Operational inefficiency

It is one of the most critical departments for institutional credibility, government trust, and long-
term sustainability.

2. Core Purpose
The department exists to:

e Maintain financial accountability

o Ensure organizational stability

e Support operational efficiency

e Manage organizational resources responsibly
e Maintain administrative systems and records
e Ensure financial transparency and compliance



3. Main Functions of the Department
The department is responsible for:

o Budgeting and financial planning

e Accounting and financial reporting

o Treasury and payment management

o Administrative coordination

e Asset and resource management

e Financial compliance and audits

e Organizational documentation and records

4. Organizational Structure of the Department
The department consists of four main sections:

Budgeting & Financial Planning Section
Accounting Section

Treasury Section

Asset Management Section
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These sections work together to maintain financial control and administrative order.

5. Department Leadership Structure
Department Director / Head
Responsible for:
o Leading financial and administrative operations
e Monitoring organizational financial health
o Coordinating all financial systems

e Ensuring compliance and reporting
e Reporting to the Executive Director and Board

Section Leads
Responsible for:

o Daily operations



e Financial processing
o Documentation and reporting
« Monitoring compliance within their section

6. Rights & Authority of the Department
The department has authority to:
e Monitor financial operations
¢ Review departmental budgets and expenses
e Maintain financial records and systems
e Recommend financial policies and controls
e Request documentation related to expenditures and assets
o Coordinate administrative procedures
The department does not have authority to:
o Approve strategic spending independently beyond delegated authority

e Override Board-approved financial policies
e Sign legal contracts without authorization

7. Department Duties & Responsibilities
A. Financial Management
e Manage organizational finances responsibly

« Maintain accurate financial records
e Ensure budget control and accountability

B. Administrative Management
e Maintain internal administrative systems

e Support organizational documentation
o Coordinate operational procedures

C. Compliance & Transparency

e Ensure financial transparency



e Support audits and reporting
e Maintain regulatory compliance

D. Resource Management

e Monitor organizational assets and resources
o Ensure efficient utilization

E. Operational Support

e Support departments with budgeting and administrative needs
o Coordinate procurement and operational financial processes

8. Workflow of the Department
Typical workflow:

Receive financial or administrative request
Review policy and budget availability
Process approval workflow

Record transaction or administrative action
Monitor compliance and documentation
Report and archive records
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9. Key Performance Indicators (KPIs)
The department should measure:

e Budget variance

» Reporting accuracy

o Financial reporting timeliness

e Audit compliance

o Expense tracking accuracy

e Resource utilization efficiency

e Administrative processing efficiency
o Financial sustainability indicators



SECTION 1 - BUDGETING & FINANCIAL PLANNING SECTION

1. Purpose
This section manages organizational budgeting, financial forecasting, and financial planning.

It ensures the organization operates within realistic and sustainable financial limits.

2. Main Duties

Develop annual budgets

Forecast financial needs

Monitor departmental spending
Analyze financial risks

Support strategic financial planning
Prepare budget reports and projections

3. Rights & Authority
The section may:

e Review budget requests
e Recommend financial adjustments
e Monitor spending patterns

The section may not:

e Approve major expenditures independently
o Change approved budgets without authorization

4. Required Skills

Financial planning
Budget analysis
Reporting
Strategic thinking
Data interpretation



SECTION 2 - ACCOUNTING SECTION

1. Purpose

The Accounting Section manages financial records, bookkeeping, reporting accuracy, and
financial documentation.

It ensures that all financial transactions are properly recorded and transparent.

2. Main Duties

e Maintain accounting records

e Process invoices and payments

e Prepare financial reports

e Maintain bookkeeping systems

e Support audits and compliance reviews
e Monitor income and expenses

3. Rights & Authority
The section may:

e Maintain financial records
e Request supporting documentation
e Review transaction accuracy

The section may not:

o Authorize unapproved transactions
e Modify financial records improperly

4. Required Skills

e Accounting

o Bookkeeping

o Financial reporting

e Attention to detail

o Compliance awareness



SECTION 3 - TREASURY SECTION
1. Purpose

The Treasury Section manages cash flow, banking activities, payment coordination, and financial
liquidity.

It ensures that the organization can meet operational financial obligations responsibly.

2. Main Duties

Monitor cash flow

Process payments and reimbursements
Coordinate banking activities
Maintain financial transaction security
Support payment scheduling

Monitor financial liquidity

3. Rights & Authority
The section may:

e Process approved payments
e Coordinate banking procedures
e Monitor financial balances

The section may not:

e Release unauthorized funds
e Approve financial commitments independently

4. Required Skills

Financial operations
Banking procedures

Cash flow management
Accuracy and confidentiality



SECTION 4 - ASSET MANAGEMENT SECTION

1. Purpose

This section manages organizational assets, equipment, facilities resources, and inventory
systems.

It ensures responsible use and protection of organizational resources.

2. Main Duties

e Maintain asset inventory records

e Track equipment and resources

e Monitor asset condition and usage
o Coordinate procurement records

e Support maintenance coordination
e Prevent loss or misuse of assets

3. Rights & Authority
The section may:

e Track and monitor organizational assets
e Recommend procurement or replacement
e Maintain inventory systems

The section may not:

o Dispose of major assets without authorization
e Approve procurement independently beyond delegated authority

4. Required Skills

« Inventory management

o Administrative organization
e Record keeping

« Resource tracking

e Operational coordination



10. Coordination with Other Departments
This department works closely with:

o Executive Leadership

o Strategy, Partnerships & Impact

e Operations & Logistics

e Communications & Public Affairs
e Community Engagement

e Education & Training

Because all organizational activities require financial and administrative support.

11. Importance of This Department
Without a strong Finance & Administration Department:

o Financial disorder increases

e Funding credibility declines

e Audits become problematic

o Operational inefficiency grows

e Government and donor trust weakens

o Organizational sustainability becomes unstable

This department is essential for:
o Transparency
e Accountability
o Stability
e Institutional professionalism
e Funding readiness

Strong financial governance is one of the main factors governments and funders evaluate before
supporting nonprofit organizations.

12. Summary

The Finance & Administration Department is responsible for managing the organization’s
financial systems, administrative operations, compliance processes, and organizational resources.

Its responsibilities include:



e Budgeting and planning

e Accounting and reporting

o Treasury and payment management

e Asset and inventory management

e Administrative coordination

e Financial transparency and compliance

The department ensures that the organization remains:

e Financially stable

o Operationally organized

e Legally compliant

o Administratively efficient
o Institutionally credible

It is a foundational department that supports sustainability, accountability, and long-term
organizational growth.



Operations & Logistics Department

Full & Summary Explanation for The Greater Toronto Kurdish House

1. Department Overview

The Operations & Logistics Department is responsible for the practical execution of
organizational activities, operational coordination, infrastructure support, event implementation,
facility management, and internal technical support.

This department is the execution engine of the organization. While other departments plan
programs and initiatives, the Operations & Logistics Department ensures they are physically and
operationally delivered successfully.

The department supports:

o Events and festivals

o Daily operations

« Facility and venue management

» Equipment and logistics coordination
o Internal technical support

o Operational readiness and efficiency

It ensures the organization operates in a:

e Organized
« Reliable

o Safe

o Efficient

« Professional manner

2. Core Purpose
The department exists to:

o Execute operational activities efficiently

e Support organizational programs and events

e Maintain operational infrastructure

o Ensure logistical coordination

e Support technical and operational continuity

« Maintain organizational readiness and functionality



3. Main Functions of the Department
The department is responsible for:

e Operational coordination

o Event logistics and implementation

o Facility and venue management

o Equipment and resource coordination
o Internal technical support

e Operational scheduling and support

o Safety and operational readiness

4. Organizational Structure of the Department
The department consists of four main sections:

Logistics Section

Facilities Management Section
Event Operations Section

IT Support Section
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Each section supports a critical operational function.

5. Department Leadership Structure
Department Director / Head
Responsible for:
o Leading operational planning and execution
o Coordinating logistical support
o Managing operational risks and readiness

e Supervising facilities and technical operations
e Reporting to the Executive Director

Section Leads

Responsible for:



o Daily operational coordination

e Resource and task management

o Staff and volunteer coordination

e Operational reporting and execution

6. Rights & Authority of the Department
The department has authority to:
o Coordinate operational activities
o Allocate operational resources
e Manage facilities and logistical systems
e Recommend operational improvements
¢ Request support and coordination from departments
e Monitor operational readiness and safety
The department does not have authority to:
e Approve major budgets independently

o Override organizational policies
o Enter legal or financial agreements without authorization

7. Department Duties & Responsibilities
A. Operational Coordination

e Ensure smooth execution of activities and programs
o Coordinate operational schedules and support systems

B. Logistics Management

o Coordinate transportation, equipment, and setup needs
e Support operational resource distribution

C. Event Execution

e Support event planning and operational delivery
o Ensure events are executed safely and efficiently



D. Infrastructure & Facility Support

e Maintain organizational facilities and operational spaces
o Ensure functionality and readiness of venues and equipment

E. Technical & Internal Support

e Provide internal technical assistance
e Support organizational systems and operational tools

8. Workflow of the Department

Typical workflow:

Receive operational or event request

Assess logistical and operational requirements
Allocate resources and responsibilities
Coordinate setup and execution

Monitor operations during implementation
Resolve operational issues

Evaluate and report outcomes
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9. Key Performance Indicators (KPIs)
The department should measure:

o Event execution success rate

e Operational issue resolution time

e On-time program delivery

e Equipment and facility readiness

« Resource utilization efficiency

e Technical support response time

o Operational cost efficiency

o Safety and compliance performance

SECTION 1 - LOGISTICS SECTION



1. Purpose

The Logistics Section manages the movement, coordination, and operational support of
organizational resources, materials, and equipment.

It ensures operational activities are supplied and coordinated efficiently.

2. Main Duties

o Coordinate transportation and equipment

e Manage operational setup requirements

e Support program and event logistics

e Coordinate supply and material distribution

e Track operational resources

e Support scheduling and delivery coordination

3. Rights & Authority
The section may:

o Coordinate operational logistics
o Allocate approved operational resources
e Recommend logistical improvements

The section may not:

o Approve procurement independently beyond delegated authority
o Commit major financial expenditures without authorization

4. Required Skills

Operational coordination
Scheduling and planning
Problem-solving

Resource management
Communication and teamwork

SECTION 2 - FACILITIES MANAGEMENT SECTION



1. Purpose

The Facilities Management Section oversees organizational facilities, operational spaces, venue
readiness, maintenance coordination, and safety conditions.

It ensures organizational environments remain functional and professional.

2. Main Duties

o Manage office and venue operations

o Coordinate maintenance and repairs

e Monitor safety and facility conditions

e Support facility scheduling and usage

e Maintain operational readiness

o Coordinate cleaning and facility support services

3. Rights & Authority
The section may:
e Monitor facility operations
e Recommend maintenance actions
o Coordinate facility usage and scheduling

The section may not:

e Authorize major construction or procurement independently
o Use facilities outside approved organizational purposes

4. Required Skills

o Facility coordination

e Maintenance management

e Operational organization

o Safety awareness

o Administrative coordination

SECTION 3 - EVENT OPERATIONS SECTION



1. Purpose

This section manages the operational execution of organizational events, programs, festivals, and
public activities.

It transforms event plans into real operational delivery.

2. Main Duties

o Coordinate event setup and breakdown

e Manage operational event schedules

e Support stage, seating, and venue coordination

o Coordinate volunteers and operational teams

e Monitor operational flow during events

e Resolve operational issues during implementation

Events may include:
« Newroz celebrations
e Cultural festivals
e Workshops

e Conferences
o Community gatherings

3. Rights & Authority

The section may:
o Coordinate operational event activities
o Direct operational volunteers during events
e Recommend operational improvements

The section may not:

o Change event strategy independently
o Commit major financial expenditures without authorization

4. Required Skills

e Event management



e Operational coordination
e Time management

o Crisis response

e Team leadership

SECTION 4 - IT SUPPORT SECTION

1. Purpose

The IT Support Section provides internal technical support and maintains operational technology
systems used by the organization.

Its focus is internal operational continuity rather than public digital communication.

2. Main Duties

e Support internal computers and devices

« Maintain operational software and systems
o Troubleshoot technical issues

e Support internet and network functionality
e Assist during events and presentations

o Coordinate basic cybersecurity practices

3. Rights & Authority

The section may:
e Maintain approved systems and equipment
e Recommend technical improvements
e Support operational technology needs

The section may not:

o Access sensitive data without authorization
e Implement major technology systems independently without approval

4. Required Skills



e Technical troubleshooting

e IT support

e Network basics

e Hardware and software support
o Cybersecurity awareness

10. Coordination with Other Departments
This department works closely with:

e Community Engagement

e Media & Digital Platforms

e Finance & Administration

e Education & Training

e Communications & Public Affairs

Because all organizational activities require operational and logistical support.

11. Importance of This Department
Without a strong Operations & Logistics Department:

o Events fail operationally

e Programs become disorganized

o Facilities deteriorate

e Technical issues increase

e Volunteer coordination weakens

o Organizational professionalism declines

This department directly affects:
e Operational quality
o Public experience
o Eventsuccess
o Organizational efficiency
o Institutional reliability

It is one of the most important execution-focused departments in the organization.

12. Summary



The Operations & Logistics Department is responsible for operational execution, logistical
coordination, facilities management, event implementation, and internal technical support.

Its responsibilities include:

e Logistics coordination

« Facility and venue management

e Event operations

e Internal IT support

o Operational scheduling and readiness

The department ensures that the organization remains:

o Operationally organized
o Efficient

e Technically functional

o Event-ready

e Professionally managed

It is the operational backbone that transforms organizational plans into successful real-world
execution.



