
Board Training Structure

ANNUAL

- Leadership policies
- Cultural competency and diversity plan
- Board assessment

- Conflict of interest
- Ethical code of conduct

- Review of leadership performance and success plan if needed
- Governance policies
- Strategic plan (reviewed every 90 days)
- Budgets
- Audited financials
- Insurance coverage
- Incident review
- Employee/Consultant performance
- Job descriptions
- Participant’s rights
- Review of complaints 
- Performance analysis of organization’s desired outcomes
- Scope of services
- Delivery model
- Training content
- Community assessment 
- Feedback from participants, community stakeholders, and 
volunteers.
- Participant progress including wages, duration of job, and 
independence

REQUIRED TRAINING

- Board
- Ethical codes of conduct
- Conflict of interest policy
- Corporate compliance
- Employment services update
- Overall governance

- Fiscal Policies
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Board Responsibilities
Understanding Your Role: Oregon State Attorney General Ellen R. 
Rosenblum

Board members are recruited for a variety of reasons. Some individuals are 
talented fundraisers and are sought by charities for that reason. Others 
bring credibility and prestige to an organization.

But whatever the other reasons for service, the principal role of the board 
member is stewardship. The directors of the corporation are ultimately 
responsible for the management of the affairs of the charity. This requires 
active participation. People who do not have the time to regularly 
participate should not agree to be on a board. The board must insure that 
the organization is operated for a charitable/public purpose; it may not be 
operated for private benefit. Proper stewardship requires that the 
organization's assets be held "in trust", to be applied to its charitable 
mission.

One of the most important functions of the board is keeping the resources 
and efforts focused on the charity's mission. This requires the board to have 
an adequate understanding of the organization's programs, people and 
resources available to achieve the organization's goals. As a starting point, 
every board member should be familiar with the organization's Articles of 
Incorporation and Bylaws. 

Responsibilities:

- Attend the majority of board meetings
- Be prepared by reading the board packet and related correspondence
- Attends board meetings and important related meetings on a regular 
basis. The Full Board of Directors meets the 3rd Wednesday of the month 
every 90 days (quarterly). Meetings last 1 -1 ½ hours.
- Support fund raising activities
- Purchase tickets to events and attend and/or sponsor Signature Events  
- Help cultivate new donors and sponsors
- Act as an ambassador for the organization and effectively convey the 
organization’s mission, values, programs, and services to others
- Stay informed about issues affecting the specific industry or discipline and 
the community served
- Focus on the big picture and not the day-to-day
- Assist in the recruitment of new board members with needed expertise
- Get to know other committee members and build a working relationship 
that contributes to consensus while creating an atmosphere of transparency 
and cohesion among all members
- Volunteer for and willingly accept assignments and complete them 
thoroughly and on time.
- Participate actively in organizational strategic planning
- Assist the board in carrying out its fiduciary responsibilities such as 
reviewing the organization’s annual financial statements and needs and 
approving budgets
- Create, review, vote and follow organizational policies as needed (by-
laws, conflict of interest, etc.)
- Chair or participate in at least one committee in their area of expertise, 
and create personal metrics of success within that position
- Serve as a resource of knowledge and counsel to the executive officers, 
committees, and other board members
- Review and respond to all action and information requests
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Board Job Descriptions
(insert organizational chart)

THE PRESIDENT OF THE BOARD: 

Role: The President of the Board shall preside at all meetings, the Board of 
Directors, and the Executive Committee. The President shall appoint all 
committee chairpersons and establish such committees as may be required 
to accomplish the work required by the organization. The President shall be 
ex-officio members of all committees except the nominating committee.

Job Description:

The President will report into the Board Executives (Founders) and work 
collaboratively with the Board of Directors in leading the transformation of 
the organization from its current stage to a more mature organization 
capable of delivering on its long term vision. Specifically, the President will 
promote that the organization’s fiscal, operations, fundraising, marketing, 
human resource, technology, and programmatic strategies are effectively 
implemented across all segments of the organization.

Responsibilities:
Strategic vision and leadership

- Collaborate with the Board Executives and the board to refine and 
implement the strategic plan while ensuring that the budget, staff and 
priorities are aligned with the organization’s core mission.   

- Provide inspirational leadership and direction to all, and promote the 
continued development and management of a professional and efficient 
organization; establish effective decision-making processes that will enable 
the organization to achieve its long- and short-term goals and objectives. 

- Cultivate a strong and transparent working relationship with the Board 
and promote open communication about the measurement of financial, 
programmatic, and impact performance against stated milestones and 
goals. 

- In partnership with the Board Executives, help build a diverse and 
inclusive Board representative of the community that is highly engaged and 
willing to leverage and secure resources.

- Preside over the meetings. In this capacity the president makes sure that 
the topics on the agenda are given complete consideration, that consensus is 
achieved from the Board Executives and that everyone has an opportunity 
to be heard. The president needs to balance thorough discussion with 
efficiency in moving through the agenda.
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Board Job Descriptions

(insert organizational chart)

THE PRESIDENT OF THE BOARD: 

Development

- Promote that the flow of funds permits the organization to make 
continuous progress towards the achievement of its mission and that 
those funds are allocated properly to reflect present needs and future 
potential. 

Strengthening infrastructure and operations

- Support the organization's staff. 

Qualifications

- Minimum of a BA, ideally with a related advanced degree in 
Health.
- At least 15 years of overall professional experience
- Prior nonprofit experience and management experience preferred
- Significant board development, fundraising, marketing/branding 
and fiscal management experience required 
- A financially knowledgeable and politically skilled leader with the 
ability to set clear priorities, delegate, and guide investment in people 
and systems; keen analytic, organization and problem solving skills, 
which support and enable sound decision making
- Excellent consensus building skills with an ability to communicate 
and work effectively with a variety of internal and external 
stakeholders; a persuasive negotiator able to achieve consensus 
amongst differing opinions
- Excellent presentation and communication skills and the experience 
and proclivity to be an outgoing spokesperson, relationship builder, 
and fundraiser
- Strong commitment to the professional development of staff; 
successful track record of recruiting and retaining a diverse team
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Board Job Descriptions
THE VICE-PRESIDENT OF THE BOARD: 

Role: The Vice-President of the board shall perform the duties of the 
President in case of absence of the officer. The Vice-President is also 
in charge of the Fundraising Committee.

Job Description:

The Vice-President will report to the President and work 
collaboratively with the Board of Directors in leading the 
transformation of the organization from its current stage to a more 
mature organization capable of delivering on its long term vision. 
Specifically, the Vice-President will promote that the organization‘s 
fundraising and human resource management is effectively 
implemented across all segments of the organization.

Responsibilities:
- Strategic vision and leadership

- Collaborate with the Board Executives and the board to refine and 
implement the strategic plan while ensuring that the budget, staff 
and priorities are aligned with the organization‘s core mission.   

- Provide effective leadership and establish effective decision-making 
processes that will enable the organization to achieve its long- and 
short-term goals and objectives as it relates to fundraising. 

- Cultivate a strong and transparent working relationship with the 
Board and promote open communication about the measurement of 
financial, programmatic, and impact performance against stated 
milestones and goals. 

- In partnership with the Board Executives, help build a diverse and 
inclusive Board representative of the community that is highly 
engaged and willing to leverage and secure resources.

Development

- Promote that the flow of funds permits the organization to make 
continuous progress towards the achievement of its mission and that 
those funds are allocated properly to reflect present needs and future 
potential. 

Guide a committee to formulate and execute comprehensive 
fundraising strategies that will promote consistency throughout the 
organization and enhance revenue from major donors, foundations, 
government agencies, and corporations

Human Resource Management

- Review human resource management rules and regulations of the 
organization
- Head a small committee to provide annual performance evaluations 
to key staff members.
- Review personnel questions, benefits, and policies as needed.

Growing people, communities, and resources for exempt organizations.
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Board Job Descriptions

THE VICE-PRESIDENT OF THE BOARD: 

Qualifications

- Minimum of a BA preferred with an related advanced degree.
- At least 10 years of overall professional experience
- Prior nonprofit experience or management experience. 
- Significant board development, fundraising, marketing/branding and 
fiscal management experience required
- Excellent coalition building skills with an ability to communicate and 
work effectively with a variety of internal and external stakeholders; a 
persuasive negotiator able to achieve consensus amongst differing opinions
- Outstanding presentation and communication skills and the experience 
and proclivity to be an outgoing spokesperson, relationship builder, and 
fundraiser

SECRETARY OF THE BOARD: 

Role: The Secretary, with the assistance of a designated staff member shall 
keep a complete record of the proceedings of all meetings of the 
organization, Board of Directors, and Executive Committee, and perform 
such duties as may be assigned by the Board of Directors.

Job Description:

The Secretary will report to the President and work collaboratively with the 
Board of Directors in leading the transformation of the organization from 
its current stage to a more mature organization capable of delivering on its 
long term vision. Specifically, the Secretary promotes that functions 
required by law and by custom to maintain certain records for several 
purposes, including:

1. Accurate documentation of decisions;
2. Determination of eligibility to vote;
3. Continuity of policies and practices; and
4. Accountability of directors and officers.

Responsibilities:

Main Duties

- The Secretary is responsible for ensuring that accurate and sufficient 
documentation exists to meet legal requirements, and to enable authorized 
persons to determine when, how, and by whom the board's business was 
conducted. 

- The Secretary maintains membership records. 

- The Secretary is accountable to the Board of Directors as specified in the 
bylaws. 

- The secretary is responsible for ensuring that accurate minutes of meetings 
are taken and approved. Requirements of minutes should include:

1.    date, time, location of meeting;
2.    list of those present and absent;
3.    list of items discussed;
4.    list of reports presented;
5.    text of motions presented and description of their disposition. 

The Secretary signs a copy of the final, approved minutes and ensures that 
this copy is maintained in the corporate records. 

Growing people, communities, and resources for exempt organizations.
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Board Job Descriptions

SECRETARY OF THE BOARD: 

- The Secretary inspects that the records of the organization are 
maintained as required by law and made available when required by 
authorized persons. These records may include founding documents, 
(eg. letters patent, articles of incorporation), lists of directors, board 
and committee meeting minutes financial reports, and other official 
records. 

- The Secretary inspects that an up-to-date copy of the bylaws is 
available at all meetings. The Secretary will evaluate the current By-
Laws and see to their updating.  

- The Secretary inspects that proper notification is given of directors' 
and members' meetings as specified in the bylaws. The Secretary 
manages the general correspondence of the Board of Directors except 
for such correspondence assigned to others. 

- The Secretary participates in Board meetings as a voting member. 
The Secretary provides items for the agenda as appropriate.  

- The Secretary may be the registered agent with respect to the laws 
of the jurisdiction.; the person upon whom legal notice to the 
corporation is served, and responsible for ensuring that documents 
necessary to maintain the corporation are filed.

Qualifications

- Minimum of a BA, ideally with a related advanced degree in 
communications, public education, or health.
- At least 5 years of overall professional experience
- Prior nonprofit experience or management experience 
- Works effectively with a variety of internal and external 
stakeholders
- Excellent presentation and communication skills and the experience 
and proclivity to be an outgoing spokesperson, relationship builder, 
and fundraiser
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Board Job Descriptions

TREASURER OF THE BOARD:

Role: The Treasurer, with the assistance of a designated staff member, shall 
monitor all revenues and expenditures of the organization. The Treasurer 
shall, with the assistance of the designated staff member, report the 
financial condition to the Board of Directors, at bi-monthly meetings and as 
requested.

Job Description:

The Treasurer will report to the President and work collaboratively with 
the Board of Directors in leading the transformation of the organization 
from its current stage to a more mature organization capable of delivering 
on its long term vision. Specifically, the Treasurer is responsible for all 
financial policies and activities, including:

Responsibilities:

Main Duties

- Overseeing the management and reporting of an organization’s finances. 
- Financial transaction oversight – Being knowledgeable about who has 
access to the organization’s funds, and any outstanding bills or debts owed, 
as well as developing systems for keeping cash flow manageable. 
- Developing the annual budget as well as monitor the actual revenues and 
expenses incurred against the budget throughout the year. 
- Overseeing the development and observation of the organization's 
financial policies. 
- Informs the Board of Directors at bi-monthly meetings of key financial 
events, trends, concerns, and assessment of fiscal health. 
- Serving as Chair of the Finance Committee.
- Establish and maintain systems of financial controls.
- Verify and monitor compliance with legal and financial reporting 
requirements as applicable.

Qualifications

- Minimum of a BA preferably with a related advanced degree in 
accounting or finance. CPA preferred.
- At least 10 years of overall professional experience
- Prior nonprofit experience or management experience 
- Works effectively with a variety of internal and external stakeholders
- Excellent presentation and communication skills and the experience and 
proclivity to be an outgoing spokesperson, relationship builder, and 
fundraiser.
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Board Expectations
Expectations/outcomes from board members, board executives

The President: 
1. Collaborate with the entire board to promote the organization’s vision for 
12 months, 5 years, and 10 years. 
2. Review the multi-source fundraising plan. 
3. Provide leadership to the entire board regarding: 

a. Board staffing
b. Board training

4. Establish and implement detailed agenda for all Board Meetings with 
collaboration from the Board Executives. Format to be developed and 
presented for approval at the November Annual Meeting.
5. Lead the community outreach effort with at least one activity, speech, 
appearance each month.
6. Facilitate bi-monthly board meetings and annual meeting.

Vice-President: 
1. To provide oversight to the fundraising committee and promote 
implementation all fundraising strategies. 

2. To review and supervise all human resource management policies 
including but 
not limited to annual reviews.

Secretary: 
1. Provide accurate account of previous Board meeting minutes to Board 
Members within two weeks of the meeting date.
2. Maintain attendance of all Board Members and Board Executives.
3. Provides all meeting notices to appropriate Board Members and Board 
Executives.

Treasurer: 
1. Prepare bi-monthly financial statements. 
2. Create an agenda and facilitate all Finance Committee meetings monthly.

Board Executives: 

1. Provide reporting to Board of Directors on all program metrics bi-
monthly.
2. Conduct weekly staff meeting to review program activity, 
client interactions, and community outreach.
3. Provide reporting to Board of Directors on strategic planning progress 
bi-monthly.
4. Review staff resources and needs bi-monthly; report to Vice President.
5. Provide client stories and success stories to Secretary for Board meeting 
agenda.
6. Review financial performance monthly with Treasurer and President.

Growing people, communities, and resources for exempt organizations.
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Board Committees

Executive Committee: The Executive Committee consists of the 
President, Vice President, Secretary, Treasurer, and Board Executives. 
The Executive Committee shall have the authority to act in lieu of 
Board of Directors in situations where it is impractical to call a 
meeting of the Board of Directors within the time frame necessary to 
take action. Such actions by the Executive Committee will be in 
allowed in emergency situations involving personnel, finances, and 
legal concerns. The Executive Committee shall report in writing to 
the Board of Directors for review and approval of all action taken by 
the committee since the last board meeting. 

Standing Committees: 
A. Personnel and professional practices committee: Chaired by a 

board member and one Board Executive this committee can meet 
quarterly to discuss all personnel and best practice issues. 

B. Community Relations Committee: Chaired by a board member 
and one board executive this committee can meet quarterly to discuss 
marketing and outreach efforts being implemented by the 
organization.

C. Budget and Finance Committee: Chaired by the Treasurer, 
President of the Board, and one Board Executive, this committee will 
discuss program metrics and financial forecasts for the organization. 
The bookkeeper or accountant for the organization is required to 
attend these meetings.

D. Fundraising committee: Chaired by the Vice President and one 
Board Executive. Can meet quarterly to discuss ongoing fundraising 
efforts. 

Other Committees: The Board of Directors may also establish by 
resolution such other committees as it deems necessary or useful. 
Except as otherwise provided in such resolution, the Board shall 
appoint all members of such committees which may include 
individuals who are not members of the Board. Such committees 
shall not have the authority of the Board in the management of the 
affairs of the organization, but will report to the Board. 

The Board of Directors shall supervise and coordinate the activities of 
all committees.
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