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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Member of the Board of Directors Job Description and Expectations

Purpose: To advise, govern, oversee policy and direction, and assist with the leadership and general promotion of (name of org) so as to support the organization's mission and needs.

Optional - Mission or purpose statement: (Insert your mission statement or other appropriate language here.)

*Major responsibilities:

· Organizational leadership and advisement

· Organization of the board of directors, officers, and committees

· Formulation and oversight of policies and procedures

· Financial management, including adoption and oversight of the annual budget

· Oversight of program planning and evaluation

· Personnel evaluation and staff development

· Review of organizational and programmatic reports

· Promotion of the organization

· Fundraising and outreach

*Members of the board share these responsibilities while acting in the interest of (name of org). Each member is expected to make recommendations based on his or her experience and vantage point in the community.
Length of term: Three years, which may be renewed up to a maximum of three consecutive terms, pending approval of the board.
Meetings and time commitment:
· The board of directors meets September through June on the second Monday of the month, 7:00 p.m., at (location). Meetings typically last 90 minutes.

· Committees of the board meet an average of four times per year, pending their respective work agenda.

· Board members are asked to attend no more than two special events or meetings per year, as they are determined.

Expectations of board members:

· Attend and participate in meetings on a regular basis, and special events as able.

· Participate on a standing committee of the board, and serve on ad-hoc committees as necessary.

· Be alert to community concerns that can be addressed by (name of org) mission, objectives, and programs.

· Help communicate and promote (name of org) mission and programs to the community.

· Become familiar with (name of org) finances, budget, and financial/resource needs.

· Understand the policies and procedures of (name of org).

· Financially support (name of org) in a manner commensurate with one's ability.

Sample Board of Directors Job Description

The following sample job description was adapted from Board Source and Authenticity Consulting.  You may modify it to suit your organization's specific needs. Hint: Make sure that the duties outlined below do not conflict with those outlined in the organization's by-laws.

[Insert Name of Agency Here]

Board of Directors Job Description

Title:


Board Member

Term:



Years (Should be the same as the terms in by-laws)

Reports to: 

Board Chair

General Responsibilities with other Board Members:

1. Exercise fiduciary duty of care, giving full consideration of impact of decisions upon the health of the organization.

2. Exercise fiduciary duty of loyalty by putting the interests of the organizations ahead of self interests.

3. Determine the overall governance (con1rol and decision making authority) of agency by developing and monitoring policies and programs and supporting development and effectiveness of Board of Directors.

4. Establish strategic purpose and direction for agency; participate in regular strategic planning and monitors performance toward plan's results.

5. Hire, fire, and supervise Chief Executive and monitoring performance toward Chief Executive's general responsibilities and yearly objectives.

6. Participate in all aspects of fundraising, including making donations, and planning and participation in activities to secure necessary resources to support operations, programs and services.

7. Serve as ambassador for agency by representing agency and its programs and services to stakeholders, including community, funders and clients.

8. Ensure financial health of agency by following generally accepted accounting principles. This includes maintaining to up-to-date fiscal policies and procedures and ongoing review and analysis of financial reports.

9. Ensure effective performance of agency's programs through ongoing program planning and evaluation, and making recommendations for adjustments as necessary.

10. Ensure compliance with federal, state, local and agency policies and procedures by tiling appropriate annual reports and related documents.

This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 

Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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