(Name of Organization)

Executive Director
________________________________________________

Summary:

The Executive Director, as the chief executive officer, is the senior officer responsible for leading and managing staff in executing the broad policies and plans of the Board.  To this purpose, the Executive Director works closely with the Organization’s Board, its President and Committees; manages the professional staff of the organization and its day-to-day operations; formulates and carries out the short-term plans designed to advance the organization’s vision and Board’s long-range plan.  This includes leading Organization’s fund-raising, public relations and relations with governments and other associations; establishing operating procedures in compliance with local, state and federal laws, and policies set by the Board; and maintaining a high-level of staff competency and performance. The Executive Director is accountable to the Board for the execution of assigned responsibilities, as well as other assignments the Board may make from time to time.

Duties and Responsibilities:

Works closely with the Organization’s Board, its President and Committees
· Attend all Board meetings and Board committee meetings.

· Be directly responsible to the Board.

· Work with the Board president to prepare the agenda for regular Board meetings.

· Initiate and direct the development of policies for Board approval.

· Take part in Board, committee, and task force meeting discussions.

· Provide the Board with adequate information to help it reach sound decisions and establish policies
 Implements the mission, broad policies and plans of the Board

· Articulate and promote  the vision and mission of the organization

· Supervise the implementation of all Board policies.

· Manage the professional staff of the organization and day-to-day operations;  

· Represent the Organization to other organizations, individuals and the public.

· Promote a positive image of the organization in the community through good public relations.

· Directs, engages and participates in the professional fundraising activities of the Association

· Monitor budget shortfalls against actual, suggest and implement strategies to address financial concerns and report regularly to finance committee and Board.

Formulates and carries out the short-term plans designed to advance the organization’s vision and Board’s long-range plan

· Work with the Board on the development and implementation of organization’s long-range plan.

· Develop short-range (one year) objectives/action plans to meet the goals of the long-range plan.

· Report regularly to the Board on progress toward organizational objectives and other issues of concern to the Board

Maintains a high level of staff competency and performance
· Direct administrative management team.

· Develop annual budget tied to programs outlined in annual plan and submit it to the Board for approval.

· Provide regular information to the Board about the financial status of the organization.

· Manage the recruitment, employment, evaluation and termination of all staff members. 

· Establish operating procedures (in compliance with local, state and federal laws, and policies set by the Board)

(Name of Organization)

President of the Board of Directors
________________________________________________

Summary:

As the principal elected officer of the Organization, the President provides leadership to the  Organization as a whole and presides over the work, activities and relationships of the Board of Directors.  The President manages, directs, evaluates and disciplines Board members. To preside effectively over all Board meeting, the Board President works with the Executive Director to prepare an agenda, keep meeting discussion and debate focused on the issues, and move Board members to a decision.  The Board president is also responsible for appointing Board members to committees and other groups.

Duties and Responsibilities:

Presides over the Board of Directors

· Conducts meetings of the Board and executive committee.

· Serves as ex-officio (“by virtue of office”) member of all committees.

· Coordinates the work of Board officers and Board committees.

· Calls special meetings of the Board as needed.

· Appoints all committee officers.

· Facilitate the Board’s decision-making. 

· Establish and enforce guidelines for evaluating and disciplining Board members.

· Work with the nominating committee to recruit new Board members.

· Foster a sense of team spirit on the Board.

· Oversee the Board’s search for a new Executive Director, when the need arises.

· Act as official spokesperson for the Board, when asked by Executive Director and Board.

Develops and maintains a positive working relationship between the Board and the Executive Director

· Establish communication between Board members and the Executive Director.
· Work with the Executive Director to see that all orders and resolutions of the Board are carried out.

· Assist the Executive Director in preparing the agenda for Board meetings.

· Coordinate and participate in the Executive Director’s annual performance evaluation.

Performs all other functions required by the office of president

· Work with the Executive Director on new Board member orientation and board development.

· Engage and participate in fundraising activities to benefit the organization.

