EXECUTIVE DIRECTOR/STAFF AND BOARD 
ROLES & RESPONSIBILITIES

What is the Board of Directors?

A group of people legally charged with responsibility and authority to govern a nonprofit.
What are the main responsibilities of the Board?

According to many nonprofit board resources, the following are the key responsibilities of the Board: 

1. Determine the school’s mission and purpose and be its ambassador - it is the Board’s responsibility to develop and periodically review a mission and purpose statement that articulates to the public the school’s goals, means, accomplishments and primary constituents served, and garners support from the community. 

2. Select, support and evaluate the Executive Director - the Board reaches consensus on the Executive Director’s responsibilities and develops a clear job description; searches to hire the most qualified individual; reviews and evaluates the Executive Director’s performance regularly to provide needed support.

3. Provide proper financial oversight and adequate resources - the Board must assist in developing and approve the annual budget; make sure that proper financial controls and systems are in place.  In addition, it is just as important for the Board to work in close partnership with the Executive Director and development staff to raise funds and to donate themselves.

4. Ensure legal and ethical integrity and maintain accountability - the Board is ultimately responsible for ensuring adherence to legal standards and ethical norms by developing and following by-laws and policies.

5. Ensure effective organizational planning – the Board must actively participate in the overall planning process and assist in implementing and monitoring the plan’s goals.

6. Recruit and orient new Board members and assess Board performance - the Board is responsible for articulating prerequisites for candidates, orienting new members, and periodically and comprehensively evaluating the performance of the Board overall as well as its individual members.

7. Determine, monitor, and strengthen the school’s programs and services - the Board is responsible for determining which programs are consistent with the mission and for monitoring their effectiveness.

What is the Executive Director and Staff? 
In an organization that has a Board of Directors, the Executive Director is (usually) the singular organizational position that is primarily responsible for carrying out the strategic plans and policies established by the Board of Directors.  The Executive Director reports to the Board of Directors.   
Staff is paid person(s) who report to the Executive Director and assist him/her in carrying out assigned tasks.  

Main Responsibilities of the Executive Director and Staff?
1. Mission, Program, Product and Service Delivery – implements mission by overseeing design, marketing, promotion, delivery and quality of programs, products and services.

2. Board Administration and Support - supports operations and administration of the Board aw well as its evaluation of the Executive director; interfaces between Board and staff.
3. Legal, Financial, Tax, Risk and Facilities Management – implements policies and strategic plans, recommends yearly budget for Board approval and prudently manages school's resources within those budget guidelines according to current laws and regulations.
4. Human Resource Management - effectively manages the human resources of the school according to authorized personnel policies and procedures that fully conform to current laws and regulations.
5. Community and Public Relations - assures the school and its mission, programs, products and services are consistently presented in a strong and positive light to relevant stakeholders.
6. Fundraising - oversees fundraising planning and implementation, including identifying resource requirements, researching funding sources, establishing strategies to approach funders, submitting proposals and administrating fundraising records and documentation. 
