
 
 

 
 
 
 

Key functions of the Board of Directors 
1. Planning and policy decisions: Set organizational direction (mission, goals and objectives).  

Establishes policies to guide the operation of the organization. 
2. Financial Development:  Responsible for funding the planning and policy decisions and for 

ensuring that the organization is adequately financed. 
3. Monitoring and Sanctioning:  Monitors the implementation of planning and policy decisions 

to ensure the achievement of goals and objectives; provides sanction, enthusiastic 
endorsement and approval of the organization to the community. 

4. Board members serve a two-year term and must serve on at least one committee. 

Other Functions of the Board 
1. Formulate, approve and monitor long-range goals and objectives. 
2. Formulate and adopt policies. 
3. Develop financial resources for achieving goals and long-term financial development 

strategy. 
4. Adopt and monitor the organization’s operating budget, financial development 

plan/insurance program. 
5. Insure legal and ethical integrity and maintain accountability. 
6. Protect the assets of the organization. 
7. Form linkages with other community organizations. 
8. Share the story of the organization to the community and any personal/professional networks. 

Board Member Responsibilities 
1. Attend board meetings, committee meetings, orientation and special meetings. 
2. Understand the organizational mission, goals and objectives and programs. 
3. Make decisions on issues, policies, goals and objectives based on careful consideration of 

facts and all relevant data. 
4. Participate fully and openly in meetings. 
5. Stay informed, ask questions, request information. 
6. Give of time, money and expertise at a leadership level. 
7. Invite others to give financial support; volunteer in annual/capital campaigns and fundraising 

events and help open doors for philanthropic funding. 
8. Helps recruit other program volunteers. 
9. Serve on at least one committee and accept special assignments as appropriate. 
10. Interpret our story and advocate for the organization in the community.  

 
Board Chair Job Description 

1. Serves as chief volunteer of the organization. 
2. Understands, supports, and advances Family Promise’s mission. 



3. Develops a vision of the organization and the goals to be achieved. 
4. Understands the collective responsibilities of the Board and communicates regularly with the 

Committee Chairs. 
5. Plans, organizes and presides over Board meetings. 
6. Runs meetings with efficiency and consideration for others’ time. 
7. Calls meetings of the Executive Committee as necessary.  
8. Delegates responsibilities to Board Members commensurate with their abilities and is 

considerate of the talents of others. 
9. Establishes an effective team by creating an interactive environment for Board Members. 
10. Serves as an ex officio member to at least one Board Committee. 
11. Suggests nominees to the Board and appoints the Chairpersons of Committees in consultation 

with other Board Members.  
12. Creates ad hoc Committees when necessary; appoints Chairs and Members. 
13. Assures that the Board actions are done in accordance with organizational priorities and 

governance concerns.  
14. Along with other Board Members, approves the annual budget. 
15. Speaks on behalf of the Board or appoints a representative.  
16. Selects, supports and oversees work of the Executive Director and serves as the board liaison 

to the Executive Director. 
17. Establishes a good working relationship with the Executive Director and communicates with 

the Executive Director on a regular basis. 
18. Works in partnership with the Executive Director to make sure Board resolutions are carried 

out. 
19. Formally evaluates the performance of the Executive Director with Board. 
20. Evaluates the performance and effectiveness of the organization in achieving its mission. 
21. Is actively involved in the organization’s operations. 
22. Performs other responsibilities assigned by the Board. 

 
Vice Chair Job Description 

1. Performs Chair’s responsibilities in the absence or incapacity of the Chair. 
2. Participates closely with the Chair to develop and implement officer transition plans. 
3. Works in partnership with the Chair to fulfill the organization’s responsibilities. 
4. Serves on the Executive Committee. 

 
Board Secretary Job Description 

1. Assumes responsibilities of the Chair in the absence or incapacity of the Board Chair and 
Vice Chair. 

2. Prepares and distributes correspondence regarding Board business, meetings of the Board 
and meetings of a Committee. 

3. Prepares and distributes minutes that correctly reflect all actions taken at Board meetings and 
include action statements, timelines and responsibilities. 

4. Is sufficiently familiar with legal documents (articles, by-laws, etc.) to note applicability 
during meetings. 



5. Assures that all legal documents and official papers are organized and stored; transfers 
documents to the next secretary. 

6. Serves on the Executive Committee. 
 

Board Treasurer Job Description 
1. Chairs the Financial Committee. 
2. Understands financial accounting for nonprofit organizations. 
3. Assists in the preparation of the annual budget. 
4. Ensures that bills are paid, transactions are accurately recorded, and banking is managed 

promptly and accurately. 
5. Ensures that financial policies are followed.   
6. Works with the Executive Director and staff/consultants to ensure that appropriate financial 

reports (i.e. IRS Form 990) are made available to the Board for approval.  
7. Prepares financial documents and provides regular financial reports to the Board. 
8. Serves on the Executive Committee. 

 
Committee Chair Job Description 

1. Sets the tone for the Committee work. 
2. Ensures that members have the information needed to do their jobs. 
3. Oversees the logistics of Committee’s operations. 
4. Reports to the Board’s Chair. 
5. Reports to the full Board on Committee’s decisions and recommendations. 
6. Works closely with the Director and other staff as agreed by the Director. 
7. Assigns work to the Committee Members, sets the agenda and governs the meetings, and 

ensures distribution of meeting minutes. 
 

Board Member Job Description 
(This description applies to all Board Members, including Officers and Committee Chairs) 

1. Regularly attends board meetings and important related meetings. 
2. Volunteers for and willingly accepts assignments and completes them thoroughly and 

promptly. 
3. Stays informed about Committee matters, is well prepared for meetings and reviews and 

comments on minutes and reports. 
4. Becomes acquainted with other Committee members and builds a collegial working 

relationship that contributes to consensus. 
5. Is an active participant in the Committee’s annual evaluation and planning efforts. 
6. Participates in fundraising for the organization, including a personal contribution if possible. 

 
 
 
 
 
 
 



Family Promise of Brevard Committees 
 

Finance Committee 
1. Draft annual budget; submits budget recommendations to the Board. 
2. Recommends financial and investment policies. 
3. Ensures that bookkeeping, banking and accounting responsibilities (i.e. IRS Form 990) are 

competently handled. 
4. Provides regular financial reports to the Board. 

 
Development Committee 

1. Plans, supports, monitors and evaluates fundraising programs.  Develops annual and long-
term fundraising goals and strategies. 

2. Maintains up-to-date donor list. 
3. Cultivates individual donors. 
4. Reports to Board at each Board meeting. 
5. Develops and implements a public relations plan to enhance the image and visibility of 

Family Promise of Brevard in the community. 
6. Keeps updated lists of personal in all appropriate media including print, radio and television. 
7. Submits press releases and other information to press on a regular basis. 

 
Congregational Growth Committee 

1. Meets with clergy on a regular basis to ensure the relationship between Family Promise and 
the congregations remains healthy. 

2. Together with the Executive Director, arranges to speak at congregations several times/year 
to provide information on program success and Family Promise activities. 

3. Recruits new host and support congregations. 
4. Maintains records on contacts with congregations relative to hosting and other involvement 

in Family Promise activities. 
5. Works with the Director to plan congregational appreciation events, such as Volunteer 

Appreciation dinners, Clergy breakfasts, etc. 
 

Ad Hoc and Other Committees 
1. Annual fundraising event committees such as Emerald City, Christmas Concert, etc. 
2. Volunteer Appreciation Dinner Committee 
3. Governance Committee (per FPB bylaws) 


