
FACULTY ASSOCIATION OF SPATIAL SCIENCES 

Ibn Battuta

Application- and appointment procedure 
Board 2021-2022 Ibn Battuta

Disclaimer: Due to the uncertainties regarding the COVID-19 measurements, times and 
dates are subject to change

23rd of February

26th of March

31st of March - 9th of April

13th of April

14th of April

4th, 5th & 6th of June

Application period starts
If you are interested in a board function at Ibn Battuta you hand in an 
individual motivation letter, in duplicate, in which you explain why you 
are interested in a board function. You can hand this in by sending 
an email to board@ibnbattuta.nl. Do not be shy to explain your new ideas 
for the association in this letter. Also try to think of which function 
you would like to hold. Lastly, add your CV with relevant information.

Closure application period
Your motivation letter and CV have to be handed at the board via 
email before 9 PM.

Application interviews
One of these days your application interview with the board will take 
place. This interview will take 2  to 3 hours. You elaborate on your 
motivation letter and answer further questions about the association and 
yourself. After this you will hear, as soon as possible, whether you made 
it as candidate-board member or not.

Candidate board announcement social drink
During this social drink the candidate board will be announced to the 
entire association

Start transfer period
This is where the transfer period really starts. The transfer document is 
handed out to the candidate board. With your fellow candidate-board 
members you will confer about policy and planning. The current board 
will fulfil a supporting function during this time. During this period 
there will be several transfer- afternoons and evenings and this is also 
the period during which you write your own policy document.
Note: for the course Landscapes, you can only choose to do the 
fieldwork during the week of 8-11 June. Also, the exam of Environment 
& Planning will be on the same day as the transfer GMA.

Transfer weekend
By now your policy and planning have to be thought out properly. The 
policy document should be (almost) ready. You have to be present 
during this weekend at location. Guided by the transfer document you 
will gain many tips and recommendations.

16th of June Transfer-GMA
During this General Members Assembly the candidate board is 
proposed and (possibly) chosen as board by the GMA.
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General board tasks
General board tasks have to be divided evenly among all board members. The differences 
between the different functions in the board can be compensated through all of these other 
general board tasks. Furthermore there are tasks that the entire board executes, such as deciding 
the composition of committees and running Coffee Hours. Running Coffee Hours is not just 
making coffee / tea but also being present in the Coffee Room. This makes it the ultimate 
opportunity to socialize with your members. Besides you are expected to be present at as many of 
your own activities as possible (if not all), but also at constitution drinks of other associations and 
other external occasions to represent Ibn Battuta. Asides the presence the board should also be at 
Zernike as often as possible. Moreover the board is responsible to keep all means of 
communication up-to-date, this includes but is not limited to news on the website, the Facebook 
and Instagram pages, the activity calendar etc.

Other general board tasks are:

 Organizing the GMAs

 Organizing the social drinks

 Lead the committee applications

 Assign project groups

 Introduction at the faculty (introduction day first years, transition students and master 
students)

 Preparing the introduction weekend and the introduction day

 Contact with the faculty, also regarding the Learning Communities

 Contact with the alumni association (Professor Keuning Vereniging)

 NGPS (national geographical & planning symposium)

 SFE (Short Foreign Excursion)

 Merchandise

 Archive
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International Board Members
Since last year, the Board Applications are open for international students as well. In essence, all 
board functions are open for international students to apply. However, an advice has been 
drafted as to which functions are the best possible position for a non-Dutch speaking student to 
fulfill.

Strongly recommended  Vice Chairman 
 Commissioner Internal Relations

Recommended  Chairman 
 Treasurer

Discommended  Secretary
 Commissioner External Relations

The position of secretary is not convenient for a non-Dutch speaking student to fulfill since the 
main part of the communication the secretary has to keep up with is still in Dutch. The secretary 
maintains a big part of the mail contact. The emails we receive from associations and other 
external relations are almost always in Dutch. In addition, the updates for Friends of Ibn Battuta 
and the contact with former members still have to be done in Dutch, to comply with the 
expectations of these connections who are not used to having to communicate in English.

The position of Commissioner External Relations is also not recommended for non-Dutch 
speaking students. This is because Dutch companies are often hesitant in communicating in 
English. In addition, the maintaining of the different platforms and the profiling of Ibn Battuta 
on external events are also often in Dutch.

The positions of Chairman and Treasurer are not strongly recommended since the positions 
could be fulfilled by a non-Dutch speaking student, but some bigger changes have to be made to 
make it possible. For example, the current bookkeeping program of the treasurer is in Dutch and 
most contact between the Chairman and the faculty, university and advisory bodies has still been 
in Dutch.

If you are interested in what it is generally like to be part of the board of a faculty association, you 
can always contact (former) board members or step by during the input moments on March 2 
from 4 PM till 6 PM or March 3 from 4 PM till 6 PM.
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Chairman
The Chairman is the first face of the association, both internally and externally. You have a very 
important function: you have to be informed about everything at all times, and you have to keep 
overview. Within the board you have a leading function, but you have to – more than the other 
board members – be very open to other opinions and critique from others, and be able to make 
compromises with these opinions. You have to find your own proper balance between listening, 
summarizing, leading and being harsh where needed. This also means that you are very strong 
communicatively. But first and foremost, you make sure that your board is a unity and solves 
problems before they escalate. You have to be able to put yourself in someone else’s position and 
you need to get to know the personalities of your fellow board members to constantly keep those 
in mind. As chairman you need to know what keeps everyone busy, and you make sure that all 
tasks are divided evenly so that everyone remains content. You keep an eye on whether the tasks 
are being carried out well and step in if they need help.

Furthermore you are busy with policy. As chairman you have a good overview of how the 
Association works and what kind of consequences certain decisions have; you need to be very 
sharp here. Chairmanship is not always a grateful task. You keeping the overview means that you 
are the one that keeps the policy in check and makes sure this is well executed. Not all your work 
is as visible and ‘touchable’ but on the other hand you (and the Vice-Chairman) are the one that 
can think about structural business within the Association (and the one that can change this 
where you think is necessary). And lastly, you are of course thé face of the association.

Capabilities:

 Communicatively strong
 Good at keeping overview 
 Very social
 Mediator 
 Stable
 Being able to handle critique 
 Natural prevalence
 Open attitude

A grasp of the chairman’s tasks:

 Preparing and chairing the General Members Assembly 
 Preparing and chairing the board assemblies
 Motivating the board of Ibn Battuta
 Making policy plans (and executing them)
 Knowing and being able to work with both the bylaws and the statutes
 Being up to date about everything and keeping a critical view on why things are the way 

they are
 Keep an eye on the year planning
 Be the first face for all first year students: present Ibn Battuta and be a chairman at 

Ameland, but also be there at other activities
 You are always open for both critique and compliments and offer a listening ear to your 

fellow board members but also to all other Ibn Battuta members
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 Represent the board at external gatherings and meetings.
 Being the contact person of the Faculty (and the faculty board) 
 Keep in touch with the Advisory Council
 During constitution drinks you present your board and give a constitution talk, but you 

also take the floor at most other occasions.
 Sign up at the chambers of commerce (KvK) and apply for board scholarships. 
 Write pieces for our Almanac and the Intro (Ibntro) folder
 Make sure that board tasks are evenly divided between board members. Do so by 

knowing strengths and weaknesses of your board members and taking advantage of these
 Organizing evaluations and fulfill a meditative role
 Keep an eye on your (and everyone else’s) language use. Spelling mistakes are 

unprofessional.
 Make sure that the rest of your board is as up to date as you, especially the Vice 

Chairman. This way the vice chairman could take over if necessary.
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Vice Chairman

Being able to substitute the Chairman when necessary is the main task of the Vice Chairman. 
Always keep in mind that this scenario can occur. When the Chairman is not available you are the 
person to fulfill his/her tasks. In general most boards do not encounter any problems with their 
Chairman during the board year. The Vice Chairman ensures that other board members are 
supported in their tasks where necessary.
It is importance that the Vice Chairman has a good overview of all the other tasks of the board. 
You have to be informed all the time of what everybody is doing within their functions. Besides 
being informed within the board, you have to be informed about everything that happens within 
the association. Furthermore, the Vice Chairman is the person that knows everything about the 
Articles and the Bylaws. These can come in handy during the GMA and you have to be able to 
use them at any time.
As a Vice Chairman you do not have specific board tasks. It is common that you are one of the 
two board members that organizes the NGPS. Ibn Battuta organizes this annual congress with 
the other sister associations. This way you are in close contact with the other sister boards during 
the year. As stated earlier you do not have any regular tasks and you have a lot of freedom within 
your board year. For some people this may be challenging but you have to see this as a great 
opportunity to be creative and take on your own big projects within the association. Take this 
opportunity to add value to the association that can be seen in the next years!
Keep in mind that because of the flexibility within the function you should be able to handle 
fluctuations in time management. Make sure that you can handle these kinds of situations. 
Showing initiative to create new tasks for yourself is very important.

Useful skills for the function vice chairman:

 Being able to keep an overview of all situations 
 Having good communication skills
 Having great confidence 
 Giving good feedback
 Being able to cope with frequently changing tasks 
 Showing a lot of initiative to create your own tasks
 Seeking your own opportunities to realize new ideas

Various tasks of the vice chairman of the past year(s):

 Articles and Bylaws
 Help others where needed, especially the chairman 
 Organization NGPS
 Take place in several committees
 Creating and work out (new) projects
 Be busy with the yearly policy as well as the strategic policy
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Secretary

The tasks of the secretary are for example writing letters, answering and managing (e-)mail, taking 
care of the archives and keeping the secretarial report up to date. Next to formal contacts you 
also keep track of all the contact between members as well as the faculty. On top of that, the 
secretary keeps the member administration up to date. This leaves room for other various tasks 
like committees.

Skills:

 Friendly
 Representative 
 Communicative
 Fluent in English language 
 Social
 Alert
 Critical

Letters & E-mails:

 Sending a letter to the future first year students about the Introduction day, Introduction 
Weekend and the book sale

 Sending newsletters to members to inform them about the current affairs of the 
Association and to keep them updated about the activities

 Sending letters and e-mails to Friends of Ibn Battuta and keeping their administration up-
to-date. You also keep them posted about developments within the association through 
the newsletter for Friends of Ibn Battuta

 Inviting members, former boards, Friends of Ibn Battuta, the advisory council and the 
audit committee to the GMA’s

 Inviting active members, former boards, the advisory council, honorary members, 
members of merit, faculty staff and Friends of Ibn Battuta to the New year’s Reception in 
combination with sending out the Christmas cards

 Writing and sending remaining letters and e-mails

Remaining mail:

 Answering general mail
 Sending constitution cards to other associations, former boards and faculty staff
 Sending boards who constituted recently a congratulation. Letting them know if your 

board will attend their constitution drink
     When necessary: sending get well soon-, condolence- and congratulation-cards 
     Sending Christmas cards (including an invitation to the New year’s Reception)
 Sending letters and e-mails to members to inform them and keep them up-to-date with 

the association and its activities in the form of a newsletter

Page 7 of 12



FACULTY ASSOCIATION OF SPATIAL SCIENCES 

Ibn Battuta

Other tasks:

 Taking minutes during the General Members Assemblies 
 Taking minutes during the Board Assemblies
 Writing the secretarial report
 Keeping the activity and representation overview up-to-date 
 Keeping the member administration up-to-date
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Treasurer

As the treasurer you are responsible for everything that happens within Ibn Battuta concerning 
the financial field. You control the money flows of the association and keep account of this. As 
treasurer you keep track of all debtors and creditors and guide the treasurers of all committees. It 
is a very responsible task for someone with a sense of finances.

Skills:

 Carefulness
 Sense of responsibility 
 Patience
 Overview 
 Discreet 
 Just

What a treasurer does:

 Make a budget before the start of the academic year (1st of August the concept has to be 
finished) and have the budget approved at the next GMA. The budget can be drawn up 
largely on the basis of the financial annual report of the previous year

 Go through the Financial Report of 2018/2019 and ensure that the report of the current 
association year is drawn up

 Instructs the treasurers of the committees on keeping the finances of their committees. 
Especially with the BEC.

 Checks the budgets and balance sheets and regularly informs the treasurers of the various 
committees about the (financial) state of affairs

 Ensures that the contribution of the members is collected
 Draws up a half-year balance, which is presented at the February GMA
 Is capable to deal independently with the Conscribo accounting program after the 

transfer period
 Updates the bookkeeping (Conscribo) at least once a week and ensures a timely payment 

of invoices and declarations
 Regularly counts the cash register and tries to explain and remedy any cash differences
 Is responsible for the correct execution of authorizations of all members and Friends of 

Ibn Battuta
 Looks at every activity (possibly with the treasurer of the committee or projectgroup) 

whether everyone has paid and follows up on the defaulters systematically
 Has an overview of debtors and creditors and, together with the Audit Committee, 

ensures that these are properly tracked and paid
 Is in possession of the debit cards, credit card and associated codes and handles those 

with responsibility
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 Often has a consultation with the Audit Committee
 Habitually takes place in the Audit Committee the following year
 Ensures that his or her board members are aware of the financial responsibilities of the 

association, the amount of partners and Friends et cetera
 In addition, bear in mind that the vice-treasurer must be able to replace him or her at any 

time

In short: the treasurer knows everything about the financial situation of the association and is 
responsible for her financial health.
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Commissioner Internal Relations

As Commissioner Internal Relations, your main responsibility is the members of Ibn Battuta. 
This may sound vague, so let us elaborate.
First, you are responsible for the ins and outs of the committees of Ibn Battuta. You will attend 
all the committee applications and make up the committees together with the board. On top of 
that, you are in charge of the yearlong activity planning and thus hold the responsibility to make 
sure activities are planned in accordance with Ibn Battuta’s planning, as well as the schedules of 
the different studies.
Second, you are head of promotion of activities and the website. Facebook and Instagram are 
your daily instruments to keep all members updated, so make use of them. Together with the 
committee’s Commissioners Promotion, it is your job to make sure all members are up to date 
with Ibn Battuta’s planning. Next to social media, you can also use the Coffee Room television 
and posters for promotion. In addition, the Ibn Battuta website is also your responsibility, so 
make sure to keep it updated as the year progresses, to add and update the events, and that all the 
information can be found there. And last but not least: lecture talks are a great way to inform a 
lot of students on the coming events, so make sure to do these as well, especially at first- and 
second-year lectures.
Third, you are always informed of the state of affairs within Ibn Battuta’s through board 
members of the committees. To make sure you can regulate the different committees of Ibn 
Battuta, you organize Inter Committee Meetings, where different committees can come together 
and share their knowledge.

Skills:

 Communication skills 
 Socially capable
 Keeping up with the Association’s ins-and-outs. 
 Adobe Photoshop

Main responsibilities:

 Members: General questions about anything are mostly for the Commissioner Internal 
Relations;

 Committees: You are the contact person for all committees;
 Making the activity planning for the year and keeping it up to date; 
 Creating and maintaining a promotion schedule for social media;
 (Daily) maintenance of social media and the website;
 Attending (and leading) all committee applications and interviews;
 Making photos during activities (together with Social Drink Photographers);

Ohter tasks that were under the care of the Commissioner Internal Relations in recent years include:

 Vice Treasurer/Secretary, take over the tasks when the Treasurer/Secretary is absent; 
 Keeping the television promotion up to date;
 Being the boardmember of and guiding the First Year Committee;
 Being the boardmember in the Projectgroup Ameland and make sure the introduction 

period goes smoothly.
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Commissioner External Relations

Main task of the Commissioner External Relations within the association concerns being the 
representative of Ibn Battuta for companies and being responsible for the association’s 
acquisition flow.
Getting in touch with business life is besides the Career Day and In-House Days is significant for 
gaining advertisers and thus acquisition. Therefore, having a close, personal relation with 
potential partners is the key of this function. Making an appointment or making a call are daily 
activities of the Commissioner External Relations.

Skills:

 Socially capable
 Capable to ‘sell’ the association 
 Being representative
 Being interested in business life and future work field
 Being tenacious (acquisition possibilities don’t just fall out of sky) 
 Being business oriented (ability to think as a company)
 Being interested in getting and staying in touch with firms, companies and other 

organizations
 Having the ability to anticipate by unexpected outcomes

Main tasks of the Commissioner External Relations are:

 Increase the branding of Ibn Battuta by organizing activities with partners and In-House 
Days, keeping the career pages, brands and company profiles on the website up to date 
and stay in contact with the partners regularly.

 Maintaining the level of advertisers and bring in new ones.
 Adapting to desires that partners have in relation to Ibn Battuta and responding by 

changing partner possibilities. In addition, making good estimations of price levels for 
partner possibilities.

 Knowing partner possibilities and renew them if necessary.
 Organizing In house Days and other career-focused activities together with companies.
 Staying in touch with partners via phone and personal appointments (personal contact is 

the key!)
 Maintaining acquisition files (data, contacts and agreements).
 Promoting vacancies and other events of partners, companies and organizations. 
 Maintaining Twitter, LinkedIn and Career Connext.
 Responsible for the Career Day Committee.
 Supporting Committees with their acquisition (Foreign Excursion Committee, Almanac 

Committee and Lustrum Committee.
 Monitoring payments of partners and advertisers together with the Treasurer.
 Staying in touch with Careers Company, Career Services and the Faculty concerning 

employability.
 Organizing acquisition appointments with other Faculty organizations (RECG, Geo 

Promotion).
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