Draft Job Descriptions for Board Members
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The Board of Directors is an integral part of your organization – in fact; you could not function without them!  Therefore, it is very important that Board Members know what their responsibilities are and what is expected of them.  Job descriptions are as important for A job description or position description should be provided for each Board Member when they agree to join the Board.  This description should be included in the Board Manual during the Board orientation. Not all Board Members will have the same job description.  The Chairperson of the Board will have additional responsibilities, as will the Secretary, Treasurer and Vice Chair.  If a Board has committees, then each Committee Chairperson will have special duties.  Therefore, you will need to create up to 6 position descriptions in total:
1. Board Member (general duties of each member)
2. Chair
3. Vice-Chair
4. Treasurer
5. Secretary
6. Committee Chairperson
All job descriptions will clearly outline the responsibilities of the Board Member.


What should be included in the Board Member job description?
· Position
Board member’s title (i.e. Chair, Treasurer, Member at Large, etc.)
· Function
Overall role, purpose or authority of the position
· Duties & Responsibilities
Specific activities of the position
· Qualifications & Requirements
Expectations (i.e. time requirements, meeting attendance, committee involvement, financial contributions, etc.) and any qualifications, skills and knowledge required to carry out the position.  
· Outcomes
Specific results the position is accountable for and whom the position is accountable to regarding the outcomes.
· Orientation & Training 
Whether training is provided, hours required and topics that will be covered.
· Term
Length of time preferred to serve in the position.
· Evaluation
How performance will be determined and when evaluation will be provided.
· Benefits
Rewards the person may receive while doing this job (e.g. payment of expenses, liability insurance, experience, professional reference, etc.)
· Approval
Dates that the Board approved the job description and when it is scheduled for review. 



What are the typical duties of a Board Member?
There are certain general duties and responsibilities that all Board Members should adhere to, no matter what their particular position on the Board.
1. Understand and demonstrate a commitment to the organization’s mission and programs.
2. Keep up to date with issues and trends that affect the organization.
3. Prepare for meetings by reading agendas, minutes, reports and other documentation required to actively participate in them.
4. Attend meetings regularly.
5. Contribute skills and knowledge by participating actively in meetings and committee work.
6. Make inquiries when clarification or more information is needed.
7. Understand and monitor the organization’s financial affairs.
8. Avoid any potential conflicts of interest.
9. Understand and maintain confidentiality.
10. Ensure the organization is complying with all legal and regulatory requirements.
What are the typical duties of the Chair?
The Chairperson will usually have the following duties and responsibilities:
1. Serves as the Chief Governing Member of the Organization. 
2. Establishes search and selection committee for hiring a CEO/Executive Director
3. Recommends compensation and benefits package of CEO/Executive Director to appropriate committee.
4. Is a partner with the CEO/Executive Director in achieving the organization’s mission.
5. Provides leadership to the Board of Directors, who sets policy and to whom the CEO/Executive Director is accountable.  
6. Develop agendas for meetings with the CEO/Executive Director
7. Chairs meetings of the Board of Directors
8. Makes recommendation to the Board of Directors about which committees are to be established.
9. Seeks volunteers or members for committees and coordinates individual Board Member assignments. 
10. Appoints the chairpersons of committees, in consultation with other Board Members.
11. Serves Ex Officio as a member of committees and attends their meetings when invited.
12. Ensures that Board matters are handled properly, including committee functioning, recruitment of new Board Members, orientations and meeting preparation.
13. Discusses issues confronting the organization with the CEO/executive Director.
14. Helps guide and mediate board actions with respect to organizational priorities and governance concerns.
15. Reviews with the CEO/Executive Director any issues of concern to the Board.
16. Monitors financial planning and financial reports.
17. Evaluates the performance of the CEO/Executive Director and the effectiveness of the Board Members.
18. Annually evaluates the performance of the organization in achieving its Mission and objectives.
19. Speaks to media and represents the organization to the community.
20. Annually reviews matters of governance that relate to the Board’s structure, role and relationship to management.

What are the typical duties of the Vice-Chair?
1. Acts as the Chairperson in his or her absence.
2. Reports to and works closely with the Chairperson to assist with his or her duties.
3. Assigned to a special area of responsibility such as membership, media, personnel, annual events, etc.
4. Performs other duties as assigned by the Chair.
What are the typical duties of the Treasurer?
1. Manages the finances of the organization, including the Board’s review of and action related to, financial responsibilities.
2. Ensures appropriate financial reports are made available to the Board.
3. Regularly reports to Board on key financial events, trends, concerns and assessment of fiscal health.
4. Provides annual budget to the Board for Members’ approval.
5. Ensures development and board review of financial procedures and systems.
6. Chairs the Finance Committee and prepares agendas for meetings.
7. Recommends to the Board whether the organization should have an audit.
8. Assists in the selection of an auditor, if needed, and meets with him or her annually.
What are the typical duties of the Secretary?
1. Maintains records of the Board and ensures effective management of the organization’s records.
2. Manages the minutes of Board meetings.
3. Ensures minutes are distributed to members in a timely manner after each meeting
4. Is sufficiently familiar with legal documents (articles, by-laws, etc.) to note applicability during meetings.
What are the typical duties of a Committee Chairperson?
1. Plans and oversees the logistics of committee operations.
2. Reports to the Chair.
3. Presents committee decisions/recommendations to the Board.
4. Assigns work to committee members.
5. Ensures committee members have the information needed to do their jobs.
6. Sets the agenda for and runs committee meetings.
7. Ensures distribution of committee meeting minutes.
8. Works with applicable staff in achieving the objectives of the committee.
9. Evaluates committee effectiveness in reaching goals and objectives.
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