OFFICER POSITION DESCRIPTIONS
President

Function:  

· Ensure that the Board fulfills its responsibilities for the governance of PJT.

· Be a partner to the Executive Director, helping the ED to achieve the mission of  PJT.

· Optimize the relationship between the board and management.


Responsibilities:

· Convene and chair meetings of the Board and Executive Committee.  In partnership with the Director, develop agendas.
· Call special meetings if necessary.

· Arrange for leadership of meetings in case of absence in the following order:  Vice-Chair, Secretary, Treasurer.

· In consultation with the Director, recommend composition of Board committees.  Together recommend committee chairpersons with an eye to future succession.  Charge these committees with their work.  Serve as ex-officio member of all committees.
· Assist nominating committee in recruiting Board and other talent for whatever volunteer assignments are needed.

· Arrange and conduct orientation for new Board members in partnership with Director.

· Oversee search for new Director.

· With Governance committee, serve as liaison between board and director.

· With Director, present to the Board an evaluation of the pace, direction, and strength of PJT.

· Serve as an alternate spokesperson when necessary, the Director being the primary spokesperson of PJT.
· Periodically consult with Board members on their roles and help them assess their performance.

Vice President
· Attend all board meetings

· Serve on the Executive Committee.

· Carry out special assignments as requested by the Board Chair.

· Understand the responsibilities of the Board Chair, and be able to perform those duties in the Chair’s absence.
· Participate as a vital part of Board leadership.

Secretary

· Attend all Board meetings

· Serve on the Executive Committee.

· Maintain all Board records and ensure their accuracy and safety.

· Write, review, and distributes minutes to all Board members
· Assume responsibilities of the chair in the absence of the Chair, chair-elect, and vice-chair.

· Provide notice of meetings of the board and/or of a committee when such notice is required.

Treasurer

· Present updated financial reports at each Board and Executive Committee meeting 
· Chair the Finance Committee

· Assist in preparation of the annual budget, and submit it to the Board for approval.
· Review the annual audit and answer Board members’ questions about the audit.

· Help develop fundraising plans

· Make financial information available to the Board members and the public in a timely manner.

· Serve on Executive Committee

· Understand financial accounting for nonprofits

· Manage, with the finance Committee, the Board’s review of and action related to the Board’s financial responsibilities.
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