Non-profit Board of Directors
Roles & Responsibilities - template

All Directors 
· Attends the onboarding session and board training within the first year 
· Attend, prepare, and participate in all board meetings (including the AGM)
· A member of at least one committee or task group
· To be a team player and participate actively in discussion and decision making
· May be available as a board mentor after [one] year of service 
· To adhere to the rules and policies set out by the board and organization

Officers

Chair (or President)
· Leads board meetings and gives direction in partnership with the executive director
· Prepares board meeting agenda in partnership with the executive director
· Is a signing authority
· Represents the organization at various functions throughout the year
· Facilitates an environment where planning and governance excellence is practiced 
· Helps oversee appointing of committee chair(s) in partnership with the board 
· Serves as ex officio member on committees and task groups where necessary 
· Facilitates board actions related to governance or organizational matters
· Guides the performance evaluation process of the executive director and board members. 
· Performs other duties and responsibilities as assigned by the board

Secretary
· To have signing authority 
· To participates on the governance committee to ensure existing policies and bylaws are reviewed annually
· To take minutes and distribute them in a timely manner for each meeting 
· To ensure the minutes are stored properly 
· To be familiar with the policies and bylaws that apply to their role

Treasurer
· To have signing authority 
· To ensure proper records are kept of all receipts and expenditures
· To make recommendations to the board with respect to financial documentation, including monthly financial statements and the annual budget
· To ensure development and review of financial policies
· To ensures an audit is performed annually 
· To present a financial report at the AGM





Vice Chair
· Has signing authority on cheques
· Participates on Governance Committee
· Attends media training session
· Attends Robert’s Rules of Order training
· Attends a minimum of one board governance training workshop while serving on Executive
· Fills in for Chair in their absence
· Represents the organization at various functions throughout the year
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Executive Director 

The executive director’s main responsible is to carry out the plans and policies of the organization under the direction of the board. The executive director is an employee of the society and ex officio member of the board. The executive director has a detailed job description that includes the following key elements: 

· Be an advisor and resource to the board 
· Support and supervise staff
· Ensure that the staff and board have up-to-date information
· Be alert to future opportunities that need to be considered
· Be the link between the board and the staff and between the organization and community
· To recommend policies and plans for board consideration and help guide any course of action
· Oversee operations
· Implement plans 
· Manage the human, financial and physical resources
· Support the board during orientation and evaluation 
· Cooperate with the executive director performance review process

