Board Member Position Descriptions

Board directors are trustees who act on behalf of an organization’s constituents, including service recipients, funders, members, the government, and taxpayers.  The board of directors has the principle responsibility for fulfillment of the organization’s mission and the legal accountability for its operations.  This means that as a group they are in charge of establishing a clear organizational mission, forming the strategic plan to accomplish the mission, overseeing and evaluating the plan’s success, hiring a competent executive director and providing adequate supervision and support to that individual, ensuring financial solvency of the organization, interpreting and representing the community to the organization, and instituting a fair system of policies and procedures for human resource management.

Board members have a duty of loyalty to the organization, its staff and other board members.  While differences of opinion are sure to arise, board members should seek to keep disagreements impersonal.  Practicing discretion and accepting decisions made on a majority basis will promote board unity and confidence.

Board members accomplish their functions through regular meetings and by establishing a committee structure that is appropriate to the size of the organization and the board.  Ideally, board members arrive at meetings prepared and ready to engage in thoughtful dialogue, and there is a group process, which generates and uses the best thinking of its members.

Boards should be open to self-evaluation and regularly review their own composition to ensure constituent representation, and board expertise and commitment.  Boards also are responsible for evaluating and determining compensation for the executive director.

General Function:  Provide governance to the organization, represent it to the community, and accept the ultimate legal authority for it.
Duties:

· Planning

· Approve the Organization’s philosophy and review management’s performance in achieving it.

· Annually assess the Programs and approve the Organization’s strategy in relation to it.

· Annually review and approve the Organization’s plans for funding its strategy.

· Review and approve the Organization’s financial goals.

· Annually review and approve the Organization’s budget.

· Approve major policies and amendments

       (
Organization

· Elect, monitor, appraise, advise, support, reward, and, when necessary, change top management.

· Be assured that management succession is properly being provided.

· Be assured that the status of organization strength and manpower planning is equal to the requirements of the long-range goals.

· Approve appropriate compensation and benefit policies and practices.

· Propose a slate of directors to members and fill vacancies as needed.

· Annually approve the Performance Review of the Executive Director and establish his compensation based on recommendations of the Infrastructure Committee and Vice President of Administration.

· Determine eligibility for and appoint Board Committees in response to recommendations of the Nominating Committee.

· Annually review the performance of the Board and take steps to improve its performance.
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Operations

· Review the results achieved by management as compared with the Organization’s philosophy, annual and long range goals, and the performance of similar institutions.

· Be certain that the financial structure of the Organization is adequate for its current needs and its long-range strategy.

· Provide candid and constructive criticism, advice, and comments.

· Approve major actions of the organization, such as capital expenditures and major program and service changes.
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Audit

· Be assured that the Board and its committees are adequately and currently informed - through reports and other methods – of the condition of the Organization and its operations.

· Be assured that published reports properly reflect the operating results and financial condition of the Organization.

· Ascertain that management has established appropriate policies to define and identify conflicts of interest throughout the 100 Organization, and is diligently administering and enforcing those policies.

· Appoint independent auditors subject to approval by members.

· Review compliance with relevant material laws affecting the 100 Organization.

PRESIDENT

General Function:  Ensures the effective action of the board in governing and supporting the organization, and oversees board affairs.  Acts as the representative of the board as a whole, rather than as an individual supervisor to staff.

The president shall:

· When present, preside at meetings of the board and of the members;

· See that orders and resolutions of the board are carried into effect;

· Be a partner to the Executive Director (when position filled), effectively supporting him to achieve the mission of the Organization.

VICE PRESIDENT

General Function:  Acts as the president/chair in his absence; assists the president/chair in his duties or other specified duties.

Duties:

· Maintain an informed view about all organization activities.  Should maintain records of all program services, events and expenditures.

· Maintain familiarity of all the president’s tasks and responsibilities as the need for back up support could arise in the event of an emergency or the simple necessity for the Vice President to step into the temporary role of the president.

TREASURER

General Function:  Manages the board’s review of, and action related to, the board’s financial responsibilities.  May work directly with the bookkeeper or other staff in developing and implementing financial procedures and systems.

Duties:

· Reports:  Ensures that appropriate financial reports are made available to the board.  Regularly reports to board on key financial events, trends, concerns, and assessment of fiscal health.
· Auditor:  Recommends to the board whether the organization should have an audit.  If so, selects and meets annually with the auditor in conjunction with the Finance and/or Audit Committees.
· Cash Management and Investments:  Recommends, through the Finance Committee, sound management and maximization of cash and investments.
The treasurer shall:

1. Keep accurate financial records for the corporation;

2. Upon request, provide the president and the board an account of transactions by the treasurer and of the financial condition of the corporation.

SECRETARY

General Function:  Acts as the Board’s secretarial assistant and is always prepared to present what business is pending.  The secretary should present at all meetings, and should forward the responsibility of record keeping to the president if absent.

Duties:

· Writing the minutes.
· Checking attendance at each meeting.
· Maintaining copies of all Board correspondence.
· Presiding at the meeting when the president and vice president are absent.
· Forwarding Board meeting minutes to administrative office (Executive Assistant) for distribution to the Board.
· Keeping a copy of the bylaws with amendments properly entered.
Keeping Minutes

First on the list of secretarial responsibilities is taking and writing the minutes.  The minutes are more than just a reference for the next meeting.  If properly written, they become documentation or logs of the Board meetings.  The minutes should be entered into an official record book.

An outline of the minutes includes:

I. Opening of minutes

A. Notes the kind of meeting (Board).

B. States the name of the Organization.

C. States the date, time, and place of the meeting.

D. States the name of the presiding officer.

II. Proceedings of the minutes

A. Notes whether the minutes of the previous meeting were read, corrected, and approved.

B. States the subject of each report, the name of the person who presented it, and the action taken on it.  Sometimes minutes will contain summaries of important reports.

C. Notes all motions and their results.  The minutes should not contain discussions of motions.

D. Notes all points of order, appeal, and their outcome.

III. Closing of the minutes

A. Notes the hour of adjournment.

B. Gives the secretary’s signature.

The minutes are records of what was done, not what was said.  Minutes should not contain discussions, personal opinions, adjectives, or interpretations.  The secretary signs the minutes when they are written, and the president signs after they are approved.

Corrections to the minutes are made by marking through the word or words to be corrected and writing the correction above, or in the margin, and then initialing.

Overview

The effective functioning of any agency’s Board of Directors depends upon a strong functioning committee structure.  The effective functioning of the committees depends upon clarity of purpose, sufficient members, active participation, and adequate support.  In this context:

· Each Board Committee will develop for itself a clear and concise charter that specifies the purpose and areas of responsibility for the Committee, and a specific annual work plan, detailing objective and timetables for its activities over the course of the year.  Both the charter and the work plan of each committee are reviewed and approved by the full Board on an annual basis.

· Each Committee will be chaired by a member of the Board and will include an adequate number of Board members.  In addition, each Board committee may recruit other community members, not currently on the organization’s Board, to assist with its activities.  Committees are often effective vehicles for “grooming” prospective Board members.

· If necessary and appropriate, each committee will have at least one appropriate agency staff member assigned to it for support, information, and assistance.

· Board committees can be grouped into two categories:  standing i.e. permanent committees with consistent, stable membership that meet each year according to an agreed upon schedule (not the same for every committee), and ad hoc i.e. committees that are convened for specific purpose and which disband once they have achieved it.

