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WELCOME ABOARD Sl s Mal

Invitation Letter alaai 3522

In April 16 of 2019, Noors Heaven of West Michigan Services (NHWMS) will be electing
several new members to our Standing Committees “Humanitarian Committee”. We
reach out to leaders in business and industry, to community leaders, to parents, community
residents, and to students in our community by asking them to work with usin a
leadership capacity to evaluate problems, deal with institutional issues, and ensure the
strategies agreed upon by members are implemented, monitored, approved and evaluated.

1 gelL

During our initial meeting, I will share the committee job description, expectations,
Committees and their officers. Our board member descriptions will also be discussed, as
we do expect that our board members will participate in at least one committee. We
ask that you please consider the standing committee member responsibilities (detailed
Tab#3) before deciding whether or not to accept this invitation. If you think that you
cannot fulfill these responsibilities it is imperative that you inform us so we can make a
decision on whether to move forward together in this process.

It is an honor to have you consider serving on our committees and our community, and I
hope that this will be the beginning of a rewarding experience for you. If you should have
any questions, please do not hesitate to call me at (616-589-1625). [ will be calling you
shortly to schedule a time to meet to discuss this opportunity to serve the community.

Sincerely,

Wafa Haddad
Founder, President

©2012 Noor’s Heaven of West Michigan Services
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NHWMS GENERAL ELEMENTS dseall bl

{ ;J In order to support all board and committee members, whether new to the role or more seasoned in the
responsibilities of the position, Noors Heaven of West Michigan services (NHWMS) has compiled this useful packet

of basic resources and information.
a2l ladl) ol il 5 elac sailusall e L ja 5 il slaal) Qg Al slae jobian o s sing A 5 Leilall slacaiy) dpaal e Jald Cile (g 5S05 dpmanll i
Araall A sdanll Cusall

NHWMS Mission 4azeall ol
Noors Heaven of West Michigan Services mission is to provide humanitarian, social, and

educational services to help lift the status of the Arab and Muslim community in West
Michigan.

dalaie 8 dabusall 5 d jal) Aladl Al oli DU dpalas 5 e laia o dnilas) ledd i 58 Ll Lgalge aal (8 al) ) 55 din Aunan
A al) Glasiiie

¢ el

NHWMS Goals dozeall Calaal

< To address and prevent domestic violence while working towards its elimination.

« To end Slavery and human trafficking Prevention

« To assist refugees and victims of war torn countries.

«<» To empower the Arab and Muslim community to make a positive change in society in general.
«< To provide immigrants with opportunities, job referrals, and English-language instruction to
speed their adjustment to American life.

«<» To solve student scholarship issues.
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Services and programs understandings: 4—zeall zal 5 Gladd o ge8a
Program service designed organization programs which made primarily to accomplish an exempt purpose of the
investing organization mission. Engaged solely in activities that support or otherwise benefit the mission of
NHWMS; which are to plan and implement a range of professional development, membership, social and charitable
initiatives that support the core functions of our organization. )
Al 5 ALyl Lgdlaal (Gaias ae s ) Aiie Baaase el Lo 5 Lgaal s alew 8 Gl 31 a1l e LgeUadl L) e Lulad £t Lgnandl ol 3 aen
S Caags 4 siaall manl) 4y s @ gas )y Agdaas (M ABLLYL 5 48 yisall clalial) 5 <l gaill 5 <l ) sall (e A siie Ao sane 2pi 5 JahadS JMA (4o Ll 5o sk
Al Letla Ja (g caidatill 5 g laY) JSuell

Collaborative Relationships Lz ¢ staill a3 Cilga

We have incredible power of peer supporters who provide services in both one-on-one and small group formats.
From our work over the past several years with peer supporters, Noor’s Heaven president/COO Wafa Haddad have seen many
individuals and like-minded organizations that care about NHWMS projects to share with their networks either by sending
messages on our behalf to their supporters, or give concrete direction to take part of inspired action, and motivate them.
Calida e A8l A Al 58 s Suman Jand il Y o2 (a3 Jal a5 Agbiall Llaill Aallaal gl s 5 agila slaa s cadd ) s (3a 12 3a o) AY) adks Cum
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Jpabaial Jlae 8
Please take a moment and read what they have to say about their experience working with Noor's Heaven of West Michigan
Service http://www.noorheaven.org/testimonials.html
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NOMINATING COMMITTEE MEMBER JOB DESCRIPTION aialll ¢liac] dinlag jUal auaas

Committees are smaller groups with a tight focus on a particular issue. The democratic leadership style is a very
open and collegial style of running a team. Ideas move freely amongst the group and are discussed openly.
Everyone is given a seat at the table, and discussion is relatively free-flowing. We all need to embrace, understand,
appreciate and celebrate cultural diversity. This understanding will allow us to understand the communities
(national and global segments) that we do business in. )
ot Lo 8 Sl 2 sa (3 S () gl ol ity (5301 Adalaall 5ol o slaly (g5 Limuadt ST Cailla 5 (agii yracaa (33 Ape saal) Lpmaall e Glalll (S
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Committee Function 43alll s
Committees are formed (and committee members are appointed) by the board, and thus serve “at the
pleasure of the board” to serve the public in collaborative leadership.

& Is to make decisions;

& to take actions;

&5 to evaluate problems,

& to deal with institutional issues;

& to ensure the strategies agreed upon by members

& are implemented, monitored, approved and evaluated.
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Committee Responsibilities dialll slac| S5t e
% Providing leadership and direction to the committee.
» Qversight of new program development; monitor and assess existing programs.

» Organizing and planning responsibility for certain activities or projects as appropriate.
» Communicate as needed with chair and other members between meetings regarding projects and concerns.
Laalll zal g dalad 5 )l A 5ill 5 5oLl o 5 o2
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Committee obligations ialll sliac] il 3l
Committee members have an obligation to be prepared. This means reading the agenda and familiarizing
themselves with the supporting material before the meeting, arriving on time, actively participating, and
remaining through the meeting, not simply staying through their item on the agenda.
Committee members should take notes, ask concise follow up questions, listen actively and look for
opportunities to build on the thoughts and ideas of others. ‘ ‘ ‘
aanall gl b g LaiaY) ae ga J Aae il ol 53T e Gopaill 5 Lle (am gamiall el 5 AazaSl 5011 5o i Lgiad  agalead JalSI jpmailly Zinll slime | o i
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glaia ) (ge Caagll 425 dad il
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Committee Skills in areas 4alll eleaci <l jlea

We expect our Committee members to be composed of people with practical experience, skills and competencies in

areas such as:
(Y Jie Ayige A4y ylay Allia 55 jiliaia Lgie sane (55S3 Ol Le aa ) Al eliac | Lgad 553 f Lgallati 3l <l yuad) ol <l jlgal)

Humanitarian Experiences Education & Culture Social Experiences

Adult Foster Care s sk s} Arts /Sports o585 daby) Community Service 4 ol cilead
Child Protective Support Jikll 4lea Cultural anthropology Elderly Refugees ¢—d JuS ile
Food & Nutrition & daa Drivers' Edu a8 <y i Employment 3l S cala s

Housing /Subsidize oSw oe &g ESL/GED teaching. Ao sl (g0 Governmental relationships
Mental Health counseling ic 5 i 5 jl&iu) Finance/ Accounting 4l s ciila Legal civil/criminal 4 #Ldl Lagl)
Healthcare providers <l yes 5 skl Real Estatecsns &l jlie Sales and marketing (s s

These could include expertise in such areas as philanthropic activities. Not limited to International business and international
cultures, faith-based or the public/policy sector.
e Aalal 5 daallal) clalEi) o sl Ay el Jlee W) 8 ol ia W) Jadn Load) Ji ledde dadh peaisy Vg 3 pdll dada¥) ci¥laa 8 ol juall Loadf ) pia) Jaiiig
) alall gl / aladl g Usll i )

@ Managing a humanitarian committee is different from managing a business in that your key objective
is not maximizing financial gain but meeting human needs.

gl LY 1 Al ALl ol Y1 5305 (el gtV e (o Cam i al Jlae 315513 g Al dl) a5 500 @

THE KEY SKILLS AND COMPETENCIES include:

Agility. 4 sl daa

Resilience. 455 )

Networking. Sui Jeal 55

Adaptability. <3l e 358l

Collaboration. ¢ st

Managing partnerships and complexity. JStiall Ja e 338l 5 45 )l 42
Planning and implementing development programs.a: jtiall A=dl) (gakill ¢ Jaaisll
LEADERSHIP SKILLS include: (otayl & sl s 4,008 &) e

Activism. 334l 5 Ll

Creativity. 4 la) &l jlea

Mediation. =) s davu 5ll

Project Design. g )lis asenal, Jagais

Public Speaking, 4Uaall o)

Group Facilitation. G 4 (exa Jeld

Logistics Planning, (& sl 3l 5 Jaylaail

Strategic Questioning ALY # jla gl yiu)

Fundraising and Public Relations. &alall cildSlall § cile il aan

Committee members Qualifications aialll ¢liac| <3la 34

All members are accountable not only for NHWMS donors; but also accountable for the recipients of the aid we provide.
Leis 1) Clac Lusall (e el e () 51 5 sase Liagl (S35 Bpalal) Wldaell Aol cilgadl (i dadd (gl () 5l 5 suse sliac ) aran

QUALIFICATIONS COMMONLY UTILIZED IN THIS RESPECT INCLUDE:

Not involved in litigation with the association.

Able to work closely with extremely diverse teams.

Attending a minimum number of committee meetings.

Make real decisions in real situations instead of just shadowing.

Has knowledge of the subject in which the committee is involved.

Being in “good standing” (ie, not in violation of the governing documents, delinquent in assessments, etc.)

Demonstrates ability to communicate with committee members, staff, and other groups.

Has sense of Leadership, Administrative skills, and valuable resource to the committee.

About the scale of the catastrophe, who else is there to help, and what resources are available.

VVVVVVYYVY
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COMMITTEE MEMBER APPLICATION

Registration Jydll

PART I -APPLICANT PERSONAL INFORMATION: “ . . .
il aLlgll | Wt =

Member Name: Gender: v/ ---- o
Address: o) sl Cell: S
Current Position: (s&da sl Ja sall
Email: J=—
Language Spoken: | Immigration Status: --------------—-

NATIONALITY: -------ooooom- ETHNICITY: -----------oooomeo- RACE: --------oooooo oo MULTI-RACIAL: Choose an item.

PART Il -GENERAL INFORMATION:

aale sl

EDUCATION: A lall &3layall
Mark all appropriate box:<ll cauliall jL3a)

() High School/GED MAJOR 2l

(] Associate Degree

- O Master Degree - () MD, DO, DDS, [D
. (O Vocational School . (O RN, LPN, MA, NA

() Bachelor Degree () Undergraduate (J PhD

PART Il -EXPERIENCE INFORMATION: Talla
:Lobillslilyy | LB

Orgnz. Name “kaiall aul J ‘ Date g shill d

Title: g shill (canse
City: 4l

PART Illl -RELEVANT EXPERIENCE INFORMATION:

iyl slilyy

Relevant Experience and/or Skills. Please attach résumé
Mark all appropriate box:<ll culiall jLssl

L Fundraising <le il aes

L| Policy Development & siall il sk

L Special Events bl

L Strategic Planning s jiuY! Lyaasl)

L Legislative Contacts & i Cidle

[ Technology Ll 5

L Grant writing Jysall miall 415

L Community service deldal dlad

[ Public relations dle ciddle

L Outreach, advocacy i) de

[ Education, instruction 4sels

L Legal Expertise ¢4

LI Real Estate Experience <l lac

L Interpreting languages e _j

Ll Research/Analysis/Evaluation

_ Project Management 5,2

LI Coaching/ Counseling skills

[ Others

©2012 Noor’s Heaven of West Michigan Services
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CANDIDATE LETTER OF CONSENT (<=l 2g=2ll ¢

I Pledge

I ------------------------------------ , consent to being nominated for the NOOR'S HEAIVEN OF WEST
MICHIGAN SERVICES standing committee or sub-committee. Q’?
I meet the qualifications adopted by the Board and am ready to make commitment with the best of my ability. I o
understand that, if elected, I will setve a (2) two-years term commitment to the NOOR'S HEATV'EN OF WEST Ul
MICHIGAN SERVICES to one of the Standing Committee.

I also acknowledge that, if elected, I am expected to implement all standing committee or sub-committee functions in an ordetly, fair,
open and efficient manner using the adopted forms.

T am also expected to attend the all fundraising, annual conference continuing education, growth, evaluation, and orientation sessions
for which I have been nominated without extra cost to NOOR’S HEAVEN OF WEST MICHIGAN SERVICES office.

If T am selected to serve on a standing committee or sub-committee, I consent to publication of my curriculum vitae (CV), and any
subsequent updates to my CV that I provide NHWMS, on its website, without removing or redacting any information. My CV does
not include any confidential information, including information pertaining to third parties that I am not permitted to disclose.

I will exercise the duties and responsibilities of this office with integrity, collegiality and care.

If, for any reason, I find myself unable to carry out the above duties as best as I can, I agree to resign my position as a board

member/officer.
a3 sl 45l cinll 3 pune S 5
" e o adla Lays Al i Ailal oy Aiall) (A gamaS algas el G Lass ) 2gail”

VOLUNTEERS CAN EXPECT: " s ki el pldall CiaBsd g 3séa | Initial

To be treated faitly with consideration and respect. Jae gl il aildae oty o

To have the opportunity to share ideas, thoughts, and suggestions openly and honestly Y 5 A8 lisall dia i 4l i

To be given appreciation and encouragement. Byms e 5 a8 Clalgd iy

To participate in orientations and on-the-duty training to gain knowledge of program services.

el ol e 3l e o sl iy, SVl 8 alaiy g Lgdlaal g adaiall Al ) 7 a5 & shaiall pgdly ¢

VOLUNTEER ETHICS & RULES OF CONDUCT: Ldall la¥) e 5 3R

Demonstrate loyalty to the NHWMS programs, services and staff. Lo alay 5 Ledlaal 5 dalaiall Al s g shidl gan ol

Show a genuine interest in the vision & mission of the NHWMS. dadaial) datif 5 el e allais <alaly g shidl ol ol

Be present and on time for commitments made. dmanlly o shill alee (8o 5lal 4ia o gllaall G L ¢ glatall o i, o

Respect the confidentiality of information. Glasbaall 5 Jasll A s o yiag ¢

Be courteous and empathetic at all times. O AY) 5 Jaall (338 e alalas i Tagn g Landal (5<5 o

Maintain a neat and clean appearance. Lo sl s o

Accept supetvision and training. Jandl o)y (e lals )Y 5 i) aasll S8, u‘

Take pride in your work. oo skl alany 15588 (45

CONFIDEINITALITY AGREEMENT Alaslaall 4y o Blal) 3 pa pad

Respecting the privacy of our clients, donors, members, staff, volunteers and of the Noor’s Heaven itself is a basic value of Noor’s Heaven. Personal and
financial information is confidential and should not be disclosed or discussed with anyone without permission or authotization from the Executive Director/
Wafa Haddad. Care shall also be taken to ensure that unauthorized individuals do not overhear any discussion of confidential information and that
documents containing confidential information are not left in the open or inadvertently shared.

Employees, volunteers, clients and board members of Noot’s Heaven may be exposed to information which is confidential and/or privileged and
proprietary in nature. It is the policy of Noor’s Heaven that such information must be kept confidential both during and after employment or volunteer
service. Staffs, clients and volunteers, including board members, are expected to return materials containing privileged or confidential information at the

time of separation from employment or expiration of service. Unauthorized disclosure of confidential or privileged information is a serious violation of

this policy and will subject the person(s) who made the unauthorized disclosure to appropriate discipline, including removal/ dismissal.

Name au) .. Signature &is L Dateg

Timothy Van Antwerp “Vice-Chait” —mee
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