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 A11.2.3. Detailed description of the RRFS officers’ attributes and responsibilities. 

A11.2.3.1. General attributes and responsibilities of a RRFS Officer: 

• Must be an active RRFS member throughout the term (exception - Liaison officer) 

• Attending EAN Congress in person (Friday – Tuesday) 

• Attending the RRFS Representatives meetings and being in contact with the 

Representatives throughout the year 

• Attending 4-5 zoom internal meetings, at least 2 in-person meetings with EAN 

Headoffice (including the one at the Congress) 

• Selecting the RRFS Representatives (1 vote/position) 

• Promotion of the EAN and the RRFS  

• Providing material for the Education Newsletter (at least 1 article/information per 

quarter)  

• Being in direct and regular contact with the EAN Board and EAN Headoffice  

• Being responsible for providing all documents necessary for the RRFS Office 

reporting to the Board  

• Planning and organizing surveys 

• Organizing and facilitating the RRFS Congress related activities (in cooperation 

and with support from the Headoffice) 

The expenses for travel costs for the congress and any mandatory meetings outside the 

congress are met, but the positions are not remunerated. 

A11.2.3.2 Representative to the EAN Board attributes and responsibilities:      

● Is a full voting member of the Board with all rights and duties that this position 

includes 

● Represents the RRFS Office and reports to the EAN Board  

● Participates in Board teleconferences (at least 1/month) and in person meetings 

(2/year) 



 

● Must be in regular contact with the EAN Board, the EAN Executive Director and the 

Membership Department Head 

● Workload: on average 2h per week for EAN related mails and projects  

 

A11.2.3.3 Attributes and responsibilities for positions in the RRFS Office: 

A11.2.3.3.1. Chair: 

● Represents the RRFS externally 

● Is responsible for the performance of the RRFS Office (projects, timelines, 

representatives) and external communication  

● Is responsible for the RRFS projects and the respect of set timelines 

● Workload: on average 2h per week for EAN related mails and projects (regular email 

contact with Board, EAN Executive Director and Membership department head is 

expected) 

 

A11.2.3.3.2. Secretary: 

● Is in charge of reviewing Student and RRFS Membership applications (regular review 

is expected, at least once per week, peak periods – at least twice per week). 

● Is responsible for the RRFS Office general administration (RRFS office mailbox, 

minutes, reports, PPT). 

● Workload: on average 3-4 hours per week for EAN related mails and projects (regular 

email contact with an Admin person from EAN office is expected). 

 

A11.2.3.3.3. Treasurer: 

● Is responsible for creating the annual budget forecast and preparing it for the EAN 

Board approval . 

● Is in charge of financial aspects of RRFS Office activities (travel costs 

reimbursements, promotional expenses, etc.).      

● Participates in the common work of the RRFS Office: organizing RRFS activities 

during the EAN congress (special session, hospital visit, booth, general assembly), 



 

RRFS Representatives Network meeting and other RRFS related meetings or 

activities 

● Workload: a few hours per month related mails and projects (regular email contact 

with Membership department is expected). 

A11.2.3.3.4. Past-Chair: 

● Participates in the common work of the RRFS Office: organizing RRFS activities 

during the EAN congress (special session, hospital visit, booth, general assembly), 

RRFS - National Representatives Network meetings and other RRFS related meetings 

or activities. 

● Workload: on average 1-2 hours per week for EAN related mails and projects (regular 

email contact with Membership department is expected). 

● Shall provide continuity and assist new officers, with the best knowledge to provide 

continuation and fostering of existing relations one has been involved with. 

● Should support other officers with the knowledge and experience they gained 

through their work at the EAN. 

A11.2.3.3.5. Liaison Officer: 

● Is responsible for maintaining relationships, facilitating communication, and 

coordinating activities between the RRFS Office and all the RRFS representatives in 

the different committees and scientific panels/Coordinating panels 

● Responsible for facilitating communications between the RRFS Office and the EAN 

Working groups representatives 

● Shall provide continuity and assist new officers, with the best knowledge and 

support/foster existing relations within the RRFS. 

● Is responsible for the external relations of the RRFS Office. 

● Is involved in the collection and analysis of EAN annual reports from the RRFS 

representatives, sharing the results with the RRFS officers and saving them in the 

designated SharePoint file server.  

● The Liaison Officer must by an active RRFS member, or at least be within the first 

two years of EAN full membership.      

● Should support other officers with the knowledge and experience 



 

●      Workload: a few hours per month for EAN related emails and projects (regular 

email contact with an Admin person from EAN is expected.) 

 

 


