Nonprofit Board Member’s Job Description

Often board members find themselves on a nonpbofird of directors with no guidance as to
what their role is or the organization’s expectasiof them. This “job description” is actually
advice for new board members of nonprofit orgamreat Following this advice can lead to a
more successful board, a more successful orgamizand a more enjoyable experience for the
new board member.
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Nonprofit Board Member’s Job Description

Governance

Learn about the organization — its mission, stiatptan, programs, policies, operations,
finances, challenges and opportunities. Read tiedesr of incorporation and bylaws. Participate
in the new board member orientation program. Askstjans.

Continue to stay informed during your service omltloard. Learn something new about the
organization each month. Ask questions.

Attend all board and committee meetings and padtel actively. Be attentive during meetings —
save the newspaper and your cell phone for thekbré&@ome prepared to participate in
discussions and make decisions. Review the agemtlarey supporting materials prior to the
start of the meeting and make notes. Ask questions.

Participate responsibly in board and committee mggt Know the basic operation of the
parliamentary authority used by your organizatiRaspect your fellow board members and their
time. Keep to the agenda and avoid digressiongithabt move the organization forward. Ask
guestions.

Support the decisions of the board. Once a declsasrbeen made, it is the decision of the
board. Question it in private with the board if yowst but support the decision that is made
before the staff, the volunteers and the public.

Use any special skills or training you may havéutther the work of the board and the
organization. If the organization has staff or paadisultants in your area of expertise, treat them
with respect. Express professional disagreemeatvay that moves the discussion forward.
Your fellow board members may rely on your expertie be careful in the opinions that you
give. You may not consider yourself to be an expattyour fellow board members may.
Distinguish your personal opinions from your praiesal ones when sharing them with the
board.

Accept committee assignments and make the mosiwwfgommittee service. Recognize that not
everyone can be on the “fun” committees. The ogiun is served by the work of all of its
committees. Encourage committee rotations if tegps that committee assignments are being
used to reward or punish board members or if thes&oard members always get their pick of
committee assignments.

Accept the non-governance responsibilities thateanth service on the board — attend social
and other functions sponsored by the organizatioensyour schedule allows, communicate
with others about the work of the organization, ahdw your support for the organization when
talking with others.



Follow all conflict of interest and confidentialipolicies of the organization. Err on the side of
reporting even potential conflicts. Do not askfmrors or special treatment.

Do not take on more responsibility than you carsoeably handle given your employment,
family and other social and volunteer commitmeNtsu will be a more effective volunteer if
you do one or two assignments well and do not spyearself too thin.

Finances

Provide financial support to the organization adomy to your ability. Assist with fundraising
efforts.

Be financially literate. Be able to read and untiarg the financial reports used by your
organization. Know the organization’s financialsition. Review the 990 filed by the
organization each year. Ask questions.

Understand the budget in terms of the dollars =at lhow the funds are being allocated.
Understand what decisions are being made as top@tion of the organization when you
approve a budget each year. Establish a policyosngerformance against the budget will be
measured and how budget adjustments will be handled

Hire outside auditors. Meet with them as a boairthout any staff present. Ask tough questions
of your outside auditors. (An audit committee mayfprm this task and report to the full board.)
Read the management letter from the auditors afltidtaff accountable in reporting back on
addressing any items identified as potential prokley the auditors.

Adopt policies on board travel, meeting expensesraimbursements. Follow the policies and
hold other board members to them too.

Performance

Annually assess the performance of the board dsodevand your own performance as a board
member. Identify areas in need of improvement akth@vledge those things that are going
well. Provide assistance to those board membersandaot meeting the expectations of the
board. Do not be afraid to ask board members teelddhey are not meeting the expectations of
the board and show no sincere interest in doing so.

Annually assess the performance of the organizatsom whole. Review the strategic plan and
objectives for the years ahead and make adjustrasmseded. Coordinate the strategic plan
with the budget and ensure that adequate resoaregsovided to achieve successful results.

Staff

Understand your role as a director and the rolesadf and other volunteers in the governance
and operation of the organization.



Respect the senior staff member’s position andoresipility to manage the staff. Take up any
complaints with the senior staff member. Give rectgn and praise to the staff when it is due.
Do not ask the staff to support your pet projebts.not say negative things about other board
members to the staff.

Develop the senior staff member’s job descriptiod hire the senior staff member. Review his
or her performance at least annually, set compemsahd goals that are appropriate for the
organization, and remove the senior staff persoedessary.

Ensure that there is a succession plan in placalifsenior managers.

Review and approve regularly the compensation anefits package for the employees.
Regularly review employment policies and practiégssure that the staff is adequate to perform
the work that is needed — have the right peoplé¢hferight jobs and pay them a competitive
wage for their profession and your industry andggaphic area.

Leadership

Participate in the active recruitment, selectiod anentation of new board members. Encourage
continuing education for all board members andigipgte in the programs. Serve as a mentor
for a new board member when you are ready.

Help to identify and cultivate new leaders on tlard. Participate in the board leadership if you
are able to do so.

If your organization does not have term limits, kn@hen it is time for you to step down from
the board. If you have recruited new board memaedsassisted with the development of new
leaders on the board, you can step down knowingayeuleaving the organization in good
hands.



