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Board Officer & Committee Chair Job Descriptions
A customizable guide to defining leadership roles and sustaining board function with clarity and care developed by Pure Momentum Consulting for the 2025 Board Empowerment Program of the Community Foundation for Monterey County.
[bookmark: _trf0xa5ud6ip]1. Introduction: Why Job Descriptions Matter
Clear roles create clear movement. In a nonprofit board, where time is limited and responsibilities are often shared among volunteers, having clear job descriptions is one of the most important ways to support alignment, reduce burnout and build real shared leadership.
Too often, board officer and committee chair roles are passed along informally, based on personality, availability or tradition. Without written descriptions, these roles can quickly become confusing, inconsistent, or unsustainable. People may not know what they’re truly expected to do, where the boundaries are or how to ask for help. When this happens, meetings stall, tasks fall through the cracks or one or two people begin carrying the whole load alone.
By contrast, when board officers and committee chairs have clearly defined roles:
· Expectations are consistent across terms and transitions

· Leadership becomes a shared structure, not a personality contest

· Onboarding becomes easier and more inviting for new leaders

· Accountability becomes relational, not personal

· The Executive Director (ED) can collaborate more effectively with board leadership

This tool provides a starting point for nonprofit boards of all sizes and structures to define what their officers and committee chairs actually do in ways that are adaptable, grounded in good governance and centered in care. These descriptions are not legal documents; they are living role agreements that help your board move with more clarity, trust and confidence.
We’ll begin by walking through the five most common officer roles, followed by guidance for defining committee chair roles, including prompts to customize for your board’s needs.


[bookmark: _v9s8l5b3h55t]2. How to Use This Tool
This guide is built to help define and refine your board officer and committee chair roles with clarity and care no matter your starting point.
Whether you’re a brand-new board without any written roles or a long-standing board re-evaluating leadership responsibilities during a time of growth or transition, this tool offers both standard templates and customization questions to support your unique governance structure.

[bookmark: _2xugvssq8ge7]When to Use This Tool
· When onboarding new board members or committee chairs

· During board officer elections or transitions

· As part of a governance committee review or bylaws update

· When conflict, confusion or burnout arises around leadership roles

· At board retreats or strategy sessions focused on culture and sustainability


[bookmark: _b39ifnnzlg4k]What This Tool Includes
· A baseline job description for each of the five most common Board Officer roles

· An outline of the shared responsibilities of Committee Chairs

· Questions to help tailor roles based on

· Organizational size and staffing

· Board engagement level

· Current stage of growth or leadership maturity

· Committee-specific prompts for Governance, Finance, Fundraising, Programs, and Nominating/Board Development Committees


[bookmark: _av3jj2ocgtly]Steps to Implement These Descriptions
1. Start with the templates. Use them as a first draft for your board roles.

2. Reflect on the customization questions. Reflect together on how your board's needs differ from the baseline.

3. Adapt collaboratively. Governance Committees or Officer teams can adapt and finalize language that feels clear and doable.

4. Adopt formally. Once aligned, vote to adopt the updated job descriptions and store them in your board manual or shared files.

5. Review regularly. Revisit at least annually or when leadership transitions to keep them aligned with reality.


This formality enables your board can focus less on “who’s doing what” and more on why you’re here together.
[bookmark: _tztawg8eqclw]3a. Board President
Role Title Variations: Board Chair, Board President, Chairperson

[bookmark: _h72rx8elzf5u]Role Summary:
The Board President serves as the lead facilitator and governance partner for the organization. They guide the board’s strategic focus, support healthy meeting flow and serve as the primary liaison between the board and the ED. Their leadership sets the tone for board culture and shared accountability.

[bookmark: _74tl5ur4cylw]Core Responsibilities:
· Preside over board meetings and ensure agendas are strategic and decision-ready

· Partner with the ED to support alignment between governance and operations

· Collaborate with other officers and committee chairs to ensure strong board function

· Ensure that board members uphold their commitments and that accountability is addressed relationally

· Represent the board at key organizational events or in external communications when needed

· Lead or delegate leadership in board evaluation, onboarding or retreat planning

· Initiate succession planning for board leadership roles


[bookmark: _tqfiaafg4wsd]Questions to Customize This Role for Your Board:
Consider these questions to help your board define the scope, tone and structure of the Board President role:
· How much involvement do we want the President to have in agenda-building, and how far in advance is that work done?

· What is the balance of leadership between the Board President and ED? Where are the edges?

· In what situations is the President expected to speak on behalf of the board (e.g., public events, fundraising, media)?

· How are responsibilities shared or handed off when the President is unavailable? What’s the relationship with the Vice President?

· How much time is realistic for a volunteer President to dedicate monthly to this role?

· What governance tone do we want this person to model: formal, relational, facilitative?

[bookmark: _8ahtmzbu0klq]

3b. Vice President (VP)
Role Title Variations: Vice Chair, Board Vice President, Co-Chair (if shared model)

[bookmark: _z21y35i4ooef]Role Summary:
The Vice President supports and collaborates with the Board President to ensure strong governance leadership and continuity. This role often functions as a strategic second, stepping in when needed, providing backup facilitation and preparing for possible future leadership transitions. In some boards, the VP also holds a key operational role, such as chairing the Governance Committee or serving as board development lead.

[bookmark: _5zaviui9flaf]Core Responsibilities:
· Support the Board President in agenda-building, meeting flow and strategic alignment

· Step in to facilitate meetings or discussions when the President is unavailable

· Serve as a sounding board for the President and help address board dynamics or emerging challenges

· Lead or co-lead governance responsibilities such as board recruitment, officer succession or self-assessment

· Maintain visibility and engagement with board members to support morale and connection

· May chair or serve on a standing committee (often Governance or Board Development)


[bookmark: _dlq2vhnae3x]Questions to Customize This Role for Your Board:
Consider these questions to define the Vice President’s scope of authority, strategic focus and partnership structure:
· What specific responsibilities does the VP hold beyond “stepping in” for the President?

· Should the VP lead a standing committee (e.g., Governance, Nominating)?

· How often do the President and VP meet or check in outside of board meetings?

· Do we envision the VP as a future Board President, or is this a standalone role?

· What authority does the VP hold in decision-making, facilitation or conflict resolution?

· How can this role be used to build leadership capacity without reinforcing hierarchy?
[bookmark: _k3cvymljk697]3c. Secretary
Role Title Variations: Board Secretary, Clerk, Recording Secretary

[bookmark: _ph0xdrhtcn2a]Role Summary:
The Secretary is the board’s steward of documentation, recordkeeping and procedural integrity. This role ensures that meeting minutes, votes and board decisions are accurately captured, stored and accessible. The Secretary often collaborates closely with staff or committee leads to ensure compliance and clarity, especially in regard to legal, archival and governance responsibilities.

[bookmark: _crnj1kkcj95s]Core Responsibilities:
· Record and distribute accurate minutes for all board meetings

· Track board actions, motions and votes in official records

· Ensure board documentation (agendas, rosters, terms, bylaws) is up-to-date and stored securely

· Maintain institutional memory by organizing shared board folders or archives

· Support compliance by ensuring meeting notices and minutes align with bylaws or state law

· May serve as the point of contact for board correspondence or legal notifications, depending on structure


[bookmark: _xuj8hc2kz5fn]Questions to Customize This Role for Your Board:
Consider these questions to align the Secretary’s responsibilities with your staffing, systems and structure:
· Who actually takes and distributes board minutes? The staff, Secretary or both?

· Where are board records stored? Who maintains and updates those archives?

· Does the Secretary review documents like bylaws, board manuals or conflict of interest forms?

· Is this role primarily administrative or also strategic (e.g., helping maintain board rhythm)?

· How are voting records or decision logs documented, and who ensures their accuracy?

· What does the Secretary need to collaborate on with the ED or other staff?

[bookmark: _ccupjrysylcw]3d. Treasurer
Role Title Variations: Board Treasurer, Finance Chair, Financial Officer

[bookmark: _txjh2vyl88vl]Role Summary:
The Treasurer partners with staff leadership to ensure financial clarity, accountability and board-wide understanding of the organization’s financial health. This role does not require being a CPA or financial professional, but it does require comfort with financial documents, a collaborative relationship with staff and the ability to translate numbers into clear, actionable insight for the board.
Core Responsibilities:
· Review and present financial reports (budget vs. actual, balance sheet, cash flow) to the board

· Collaborate with staff (typically the ED or Finance Director) to prepare and monitor the annual budget

· Chair or participate in the Finance Committee, supporting broader financial strategy

· Lead or support board-level understanding of financial trends, risks and opportunities

· Ensure that required filings, audits and financial oversight practices are on track

· Help guide board conversations around reserves, fundraising targets or capital campaign alignment


[bookmark: _jbpjf8bmovbn]Questions to Customize This Role for Your Board:
Consider these questions to shape the Treasurer’s role based on your financial systems, staff structure and board literacy:
· How are financial reports generated, and who prepares them? The staff, bookkeeper or an outside firm?

· What’s the current financial literacy level of our board? Does the Treasurer need to offer training or translation?

· Does the Treasurer lead budget creation, or simply review and recommend it?

· How often should the Finance Committee meet, and who chairs it? The Treasurer or another leader?

· What financial thresholds (e.g., reserve targets, fundraising benchmarks) does the Treasurer help monitor?

· Is the Treasurer also responsible for leading conversations around audit, investment or risk management?
[bookmark: _9wlfgp23jplr]3e. Parliamentarian (Optional)
Role Title Variations: Governance Advisor, Meeting Process Lead, Parliamentarian

[bookmark: _vrzdny4j4od]Role Summary:
The Parliamentarian is an optional board role that supports process integrity. This means helping meetings run smoothly, decisions follow policy and governance practices align with the board’s own bylaws or procedures. This person is not there to be punitive or overly formal but rather to help the group move with more clarity, consistency and confidence. This is critical in moments of tension, transition or confusion.

[bookmark: _senzvubtat5q]Core Responsibilities:
· Offer real-time guidance during meetings about board process, voting or quorum

· Serve as a neutral guide when conversations drift outside of the board’s scope or process

· Help leadership interpret or apply the bylaws (especially around officer elections, terms or votes)

· Collaborate with the Board President, Vice President or Governance Committee on agenda flow and board development

· Recommend or support board training on meeting procedures, roles or governance best practices

· Serve as a grounding voice during challenging discussions, especially those involving conflict or power dynamics


[bookmark: _3h05x6gievnd]Questions to Customize This Role for Your Board:
Consider the following questions to determine whether a Parliamentarian role is needed and how to define it:
· Has our board experienced confusion or conflict around decision-making, process or structure?

· Are we in a season of transition (e.g., new bylaws, changing leadership) where process guidance would help?

· Do our meetings stall, go off-topic or regularly skip key agenda items?

· Is there someone on the board who has the trust, neutrality and procedural knowledge to hold this role?

· Should this be a rotating role, a permanent officer or an advisor called in as needed?

· What is the relationship between the Parliamentarian and the President/ED during facilitation?


The Parliamentarian can be a wise addition for boards navigating complex growth, structural evolution or high-stakes decision-making. While not required, this role can become a key support for shared governance and emotionally intelligent group processes.
[bookmark: _1h90r97wb2ip]4. Committee Chair Roles
Governance, Finance, Fundraising, Programs and Nominating Committees

[bookmark: _hz4auol8dkqb]Foundational Responsibilities of Any Committee Chair
Regardless of topic, all Committee Chairs are responsible for guiding their committee’s work in alignment with board and organizational priorities. This includes fostering engagement, coordinating with staff when needed and making sure the committee’s work feeds into broader governance and strategic direction.

[bookmark: _5g74hos6zm1y]Core Responsibilities Shared by All Committee Chairs:
· Set and facilitate regular committee meetings in alignment with board calendar and priorities

· Collaborate with staff liaisons (if any) to prepare agendas and materials

· Keep the committee focused on its scope and avoid duplication with other groups or staff

· Provide brief updates to the full board at regular intervals or as requested

· Ensure tasks are followed up on between meetings

· Maintain alignment with board-approved goals, timelines, and values

· Support committee member engagement and onboarding (as needed)

· Bring recommendations to the board only after committee alignment


[bookmark: _zfam2c5nnk9h]Customization Questions for All Committee Chairs:
· How often does this committee meet, and who sets the agenda?

· Does the committee include staff, or is it board-only?

· What decisions can the committee make vs. what needs full board approval?

· How is the committee’s work tracked or documented?

· Are there board expectations (e.g., attendance, term limits, reporting cadence) that apply to this chair?


Now, let’s look at specific committee types and questions to help tailor the Chair role for your agency’s needs.

[bookmark: _mkdya63u4qjd]Committee-Specific Details

[bookmark: _un1anaao0l1s]Governance Committee Chair
· What is this committee responsible for: bylaws review, board self-assessment, role definitions, officer succession?

· How does the chair support board culture, norms and performance?

· Does the chair lead officer nomination processes? Orientation?


[bookmark: _qa6p6xazl2o4]

Finance Committee Chair
· What oversight does this committee hold over budget, audits and reserves?

· What relationship does this chair have with the Treasurer or ED?

· How does the chair support board financial literacy or reporting?

[bookmark: _nefjddecb81c]Fundraising or Development Committee Chair
· Is the committee responsible for individual giving, events, grant partnerships or capital campaigns?

· What role does the chair play in donor stewardship or messaging?

· How is fundraising integrated into overall board participation?

[bookmark: _ac8s6wnecip8]Programs Committee Chair
· Does this committee advise on strategy, review impact data or provide community feedback?

· How does the chair engage with staff around programmatic planning?

· Are board members expected to attend or evaluate programs?

[bookmark: _q9a0ru172s6j]Nominating or Board Development Chair
· Is this a standing committee or seasonal working group?

· How does the chair support board recruitment, interviews and onboarding?

· How are equity, lived experience and skills incorporated into board-building?

Each committee has its own rhythm, but strong chairs make sure the work stays meaningful, strategic and aligned. When committee chairs are supported and clear on their role, the full board gains depth, distributed leadership and a stronger connection to the organization’s real needs.
[bookmark: _9upq9d1lv2z]5. Integrating Descriptions into Your Board Lifecycle
Creating job descriptions is just the beginning. The true value of clearly defined officer and committee chair roles comes when they are used consistently across the board’s decision-making, onboarding, evaluation and leadership transitions.
This section offers practical guidance on when and how to integrate these descriptions into your board's regular rhythms, so that they stay relevant, accessible and alive.

[bookmark: _5xiuraipf9qk]Opportunities to Use and Revisit These Descriptions
Onboarding:
· Include officer and committee chair descriptions in your new board member packet.

· Invite new board members to review all leadership roles early so that they can see potential future pathways.

· Have current officers reflect aloud on their role during onboarding to model transparency.
Mid-Year Check-Ins:
· Use these descriptions as reflection tools during officer or committee chair one-on-ones.

· Governance Committees can use them to support accountability and redirect role drift.

Retreats or Strategic Planning Sessions:
· Revisit and revise descriptions during retreats where board structure or leadership is being assessed.

· Use role descriptions as a foundation for restructuring committees or shifting leadership models.
Officer or Committee Transitions:
· Share these documents as part of a transition binder or knowledge handoff.

· Invite outgoing officers to reflect on what parts of the description were most or least helpful.


[bookmark: _in9jds41bxmk]Tips for Keeping Descriptions Active and Useful
· Make them visible: Store in a shared drive or board portal that’s easily accessible.

· Review annually: During board self-assessment, evaluate how roles are functioning.

· Adapt as needed: As your organization grows, your governance needs will evolve. These roles should grow with you.

· Pair with onboarding and succession plans: Job descriptions are essential scaffolding for healthy leadership transitions.

[bookmark: _oa3zmkcggrrx]Closing Reflections and Notes
Leadership clarity is not about control. It’s about shared trust, sustainable contribution and the cadence of healthy boards.
When boards operate without defined officer and committee roles, leadership can become accidental or overburdened. The loudest voice may fill the vacuum. Or one person does it all. Or responsibility is passed along without true understanding.
Something powerful happens when boards pause to define their leadership roles together, clearly, relationally and with room to adapt:
· Power becomes shared, not hoarded.

· Participation becomes structured, not assumed.

· Leadership becomes inviting, not intimidating.

Return to these templates as your board grows in size, complexity, or purpose. Let them evolve with your board. Add your lived wisdom. And most importantly: use them. That’s where clarity becomes culture.
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