


[image: ]

Board Member - Job Description
1. Attend all Board meetings.  If you are unable to attend, ensure you are up to date by reviewing the minutes and checking in with another member of the Board.
2. Ensure you are able to articulate the organization’s mission, vision, programs, strategies and program service delivery. 
3. Ensure that no conflict or perceived conflict of interest exists between your professional interests and board involvement.  If a conflict is identified, this must be declared and Board member can sit out agenda item.
4. Maintain knowledge of the organization and personally commit to its goals and objectives. 
5. Play a role in thanking and stewarding donors, sponsors and other volunteers.
6. Be an ambassador everywhere you go!  Talk about the great work of this organization to prospective members, donors, business owners, and volunteers and your network.  Promote and elevate our work!
7. Help to identify prospective members and volunteers and open the door to introducing them to key personnel.
8. Help build relationships with members and between members to foster long term growth of the organization.
9. Help to cultivate relationships with prospective donors and volunteers by providing tours of the facility and programs and including them on invite lists to events.
10. If you are comfortable with asking for donations, work with others to do this effectively.
11. Attend community events as a representative of the organization.
12. Attend program related initiatives and special events to stay connected with the club.
13. Always consider the long term financial and service health of the organization.
14. Lead the development of a strategic plan and overall strategic responsibility for organization’s success.  
President
1. Oversees board and executive committee meetings.
2. Works in partnership with the Senior Staff to make sure board resolutions are carried out. 
3. Calls special meetings if necessary.
4. Appoints all committee chairs, and with the Senior Staff, recommends who will serve on committees.
5. Assists the Senior Staff in preparing agenda for Board meetings.
6. Coordinates the Senior Staff person’s Annual performance appraisal.
7. Works with the Governance or Nominations committee to recruit new Board members.
8. Acts as spokesperson for the organization.
9. Periodically consults with Board members on their roles and helps them assess their performance. 
Vice-President Attend all Board meetings.
1. Serve on the Executive Committee.
2. Carry out special assignments as requested by the Board President.
3. Participate as a vital part of the Board’s leadership team.
4. Assume responsibilities of the President in their absence.
5. Prepare to take on the role of President.
Secretary
1. Attend all Board meetings.
2. Serve on the Executive Committee
3. Ensure the safety and accuracy of all Board records.
4. Prepare and review Board minutes.
5. Assume responsibilities of the President in the absence of the President, and/or Vice-President.  
Treasurer
1. Attend all Board meetings.
2. Understand financial accounting for non-profit organizations.
3. Serve as Chair of the Finance & Audit Committee
4. Manage with the Finance Committee, the Board’s review of and action related to the Board’s financial responsibilities.
5. Work with the appropriate senior staff to provide oversight to ensure that appropriate financial reports are made available to the Board on a timely basis.
6. With the senior staff, present the annual budget to the Board for approval.  
7. [bookmark: _GoBack]Review the annual audit.
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