
 

Portfolio Description 
 
FINANCE 
This portfolio is responsible for the budgeting, tracking, and reporting of AIESEC’s revenues 
and expenses, as well as for the financial supervision of selected Local Committee projects. 
Through the usage of standard templates, financial software, and financial reporting procedures, 
AIESEC will be able to produce accurate and consolidated quarterly statements to be able to 
maintain our charitable status. The finance portfolio is also responsible for the application of any 
grants and external funds to ensure financial sustainability for the organization.  
 
The Finance portfolio responsibilities include: 

• Creating monthly income statements, balance sheets and revised budgets 
• Completing Monthly Bank Reconciliations 
• Enforcing LC financial policies and procedures 
• Filing tax refund (GST, PST (some provinces)) 
• Managing office policies and administration including computer back up 
• Research and apply for grants and raises external funds. 

 



 

Position:    Finance Director 
 
Number of Positions: 1 
 
Deliverables: You will work closely with the Vice President of Finance to ensure all 

the work completed by the finance member is accurate. In addition, 
you will be helping to oversee and assist daily finance activities 
within the LC.   

 
Description:   

• Attend monthly General Assemblies as well as weekly portfolio 
meetings (no exceptions) 

• Maintain a clear process of funds going in and out (e.g. detailed 
journal entries, receipts for all cash in) 

• Collect membership fees, conference fees and fees from 
exchange participants 

• Prepare monthly income statements, balance sheets and revised 
budgets 

• Complete Monthly Bank Reconciliations 
• Enforce LC financial policies and procedures followed by all 

members  
• File tax refund (GST, PST) 
• Manage office policies and administration including computer 

back-up 
• Create a logical, organized filing system for finances 
• Ensure all audit documents are on hand and in order 

 
.  

Duration   1 year (with and training)  
 

Time Commitment  5-10 hours/week 
 

Key Indicators of Success 
• Successful completion of all of the responsibilities described 

above 
 
Skills Required 

• Basic financial knowledge 
• Time management & organizational skills 
• Effective communication skills 
• Self-driven mindset 
• Ability to work under minimal supervision  
• Honesty 

 
Personal benefits/ learning 

• Develop  practical skills in leadership, team management, 
financial operations, time management 



 

• Increased chances of employability in the financial field 
• Practical and hands on experience with accounting software and 

preparing balance sheets, bank reconciliations and general 
journals 

• Contacts with other students (locally, nationally and 
internationally) 

• Develop contacts and personal communication with leaders within 
the business community 

 
 



 

Position:    Director of Sponsorship 
 
Number of Positions: 1 
 
Deliverables: The director of sponsorship will work closely with the Vice President 

of Finance to raises funds externally for the organization. You will 
work closely with the director of sponsorship.   

 
Description:   

• Oversee and manage the HRDC grant (application, follow up, etc.) 
• Research and apply for grants to ensure financial sustainability 
• Maintain a relationship with all the student governments (UBC 

and YFS) 
• Ensure that all meetings regarding external members are 

attended (with UBC and YFS) 
• Assist financial support to other portfolios when organizing events 
• Generate fundraising ideas 
• Attend monthly General Assemblies as well as portfolio meetings 

.  
Duration   1 year (with and training)  

 
Time Commitment  5-8 hours/week 

 
Key Indicators of Success 

• Contact at least 3 companies for sponsorship, which include 
attending marketing calls 

• Funding from YFS  
• Funding from UBC 

 
Skills Required 

• Leadership skills 
• Professionalism 
• Teamwork skills 
• Time management & organizational skills 
• Effective communication skills 
• Self-driven mindset 
• Ability to work under minimal supervision  
• Interpersonal skills 
• Creativity 

 
Personal benefits/ learning 

• Develop practical skills in leadership, team management, financial 
operations, time management, and coaching members 

• Contacts with other students (locally, nationally and 
internationally)  



 

• Contacts and personal communication with leaders within the 
business community, and exchange participants from around the 
world 

• Learn about external relations and promotion of organizational 
branding through an external network 

• Learn how to effectively utilize the most of organizational 
resources through little use of money 

 
 
 


