Committees Job Descriptions

Committees for Partners for Just Trade include: 

1. Executive
2. Finance
3. Education
4. Fundraising and Development
5. Sales
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6. Partnership
These committees are responsible for fulfilling Partners for Just Trade’s mission and vision and ensuring the health and vitality of the organization. Each committee has a chair that is responsible for reporting to the Board President.  Each committee meets at least once a quarter.

Executive Committee 

The executive committee is responsible for working in support of, and occasionally in place of, the full board. The work of the committee revolves around six major areas.

1. Perform policy work.

a. Carry out specific directions of the board, and take actions on policies when they affect the work of the executive committee or when the full board directs the committee to do so.

2. Act as liaison to the executive director.

a. Nurture the executive director by providing counsel, feedback and support when needed.

b. Facilitate annual assessment of the executive director by the board and report the results of the assessment to the executive director. 

c. Review compensation and benefits for the executive director.

3. Facilitate board business. 

a. Receive reports from committees and task forces so information can be distributed to all.

b. Annually prepare a progress report for presentation to the Board.

c. Ensure that committees are functioning and encourage committee members to include non-board members.

d. Enhance communication between and among committees and board members.

e. Appoint committee chairs in collaboration with board members.

4. Help develop a strategic plan.

a. Initiate the board’s involvement in establishing a strategic framework or direction. 

5. Conduct executive searches.

a. Assume the lead in a search for a new executive director or delegate responsibility to a task force. 

b. Conduct the research necessary to determine an appropriate salary for the executive director. 

c. Seek approval from the full board before hiring a new executive director. 

6. Handle urgent issues.

Resolve emergency or organizational crises (e.g., loss of funding or expected loss of executive director).

7. Responsible for recruiting, screening and nominating qualified and dedicated individuals to serve as board members and for an annual slate of officers.
8. Initiate and conduct the recruitment of potential board members when terms expire or upon resignations.

a. Solicit the names and contact information for potential candidates from board members, the executive director, staff, and/or individuals connected to the organization.

b. Contact potential candidates to begin discernment process on their willingness and eligibility to serve on the board of directors.

c. Educate potential members about the history, values, and direction of the organization.

9. Orient and educate incoming board members in collaboration with the Executive Director.

a. Ensure new board member is aware of history and current policies of the organization.

b. Recommend committees which new member can serve on based on their background and expertise.

10. Propose a slate of nominees at the annual board meeting to serve as officers of the organization.

11. Oversee the health and activity of the board.

a. Administer an annual self-evaluation of board members and assess the results.

b. Keep track of members contact information and their terms.

Finance Committee 

The finance committee is responsible for assisting the board in ensuring the organization is in good fiscal health. The work of the committee revolves around six major areas.

1. Ensure that accurate and complete financial records are maintained. 

a. Monitor income and expenses against projections.

b. Review and recommend financial policies to the board, including ensuring adequate internal controls and maintaining financial records in accordance with standard accounting practices.

c. Review pricing structure on an annual basis to ensure that profit margin properly covers expenses.

2. Ensure that accurate, timely and meaningful financial statements are prepared and presented to the board.

a. Present monthly financial reports to the board and report on any major variances to the budget.

3. Oversee budget preparation and financial planning 

a. Propose for board approval a budget that reflects the organization’s goals and board policies.

b. Ensure the budget accurately reflects the needs, expenses and revenue of the organization.

c. Ensure the organization has adequate liquidity which may entail securing a line of credit to bridge negative cash flow periods.

4. Safeguard the organization’s assets.

a. Review proposed new funding for ongoing financial implications, recommending approval or disapproval to the board.

b. Ensure that the organization has the proper risk-management provision in place.

5. Help the full board understand the organization’s financial affairs.

a. Ensure the board as a whole is well informed about the organization’s finances. 

b. Educate the board concerning the financial operations of PJT.

6. Ensure compliance with federal, state, and other requirements related to the organization’s finances.

a. Ensure the organization maintain adequate insurance coverage.

b. Ensure the IRS Form 990, other forms, and employment and other taxes required by government are filed completely, correctly, and on time.

Education Committee

The education committee is responsible for educating the public about the importance and benefits of Fair Trade and the producers’ cultures. The work of the committee includes:

1. Ensure that members of the organization understand and can communicate the principles of Fair Trade. 

a. Create materials to be used by the board to educate themselves and others about Fair Trade.

b. Respond to requests of staff and board members for resources and materials.

c. Inform board members about available resources. 

2. Educate the public.

a. Organize regular speaking events in a variety of settings.

b. Write material for print, internet, and other appropriate spheres.

3. Research and identify new venues for education and create and adapt materials to fit these venues.

Fundraising and Development Committee 

The fundraising committee is responsible for securing funds outside of sales revenue generated.  A member of the finance committee and sales/marketing committee sits on this committee.
1. Explore fundraising possibilities through but not limited to grants, donations, and planned giving.

2. Collaborate with the Executive Director to develop the necessary fundraising materials and tools.

Sales/Marketing Committee 

The sales/marketing committee is responsible for helping the organization fulfill its sales projections.
1. Develop an annual sales and marketing plan in the 4th fiscal quarter for budget purposes.

2. Evaluate and develop new products.

3. Provide follow up on sales objectives with at least a quarterly meeting.

4. Recruit, train, and nurture sales volunteers.

Partnership Committee

The partnership committee is responsible for the growth and evaluation of the organization’s producer groups.
1. Research and endorse potential producer partners utilizing the Criterion for Producer Partners and Export Facilitators.

a. Prepare assessment report to present to the board for its use in approving or disapproving.

2. Measure the viability of the relationship with potential and current producer partners through an annual evaluation as established in the Criteria for Producer Partners and Export Facilitators.

a. Recommend appropriate actions to the board.
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