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Sample Board Officer Job Descriptions

BOARD CHAIR

The Board Chair provides leadership to the Board of Directors and ensures it meets its obligations and fulfills its governance responsibilities.

Responsibilities [ensure any responsibility identified in the ASO’s Bylaws is also captured]
Board Leadership and Meeting Facilitation
1. Preside over meetings of the Board, members and as applicable, Executive Committee.
2. Foster inclusive and respectful Board and committee meetings that encourage diverse perspectives and equitable participation.
3. Ensure the development of Board and as applicable, Executive Committee meeting schedules and agendas.

 Governance Oversight and Board Effectiveness
4. Ensure the Board fulfills its governance role and respects the distinction from management.
5. Ensure effective governance practices, including oversight of risk and compliance.
6. Set a high standard for Board conduct and enforce Bylaws and ASO policies concerning Board member conduct.
7. Ensure the Board prepares and implements an annual workplan.
8. Ensure the work of Board committees aligns with the Board’s annual workplan, and that the Board respects and understands the role of Board committees and does not redo committee work at the Board level.
9. Serve as a member on Board committees.

Board Development, Culture, and Accountability
10. Ensure the Board and individual Board members receive appropriate education to carry out their role and conduct themselves according to the Bylaws and ASO policies.
11. Ensure Board education includes governance training and ongoing learning in equity, anti-racism, and anti-oppression.
12. Oversee the Board’s evaluation or self-evaluation processes and as required, provide constructive feedback to and address underperformance issues with individual Board members.
13. Ensure Board succession through processes to recruit, select and train Board members with skills and qualities required for effective Board governance, including ensuring the Board continues to meaningfully represent people living with HIV and other affected communities.
14. Ensure Board’s governance structures and processes are reviewed, evaluated and revised from time to time.
15. Support a Board culture where all members can contribute, and where power dynamics are acknowledged and addressed.
16. Address and help resolve conflicts within the Board constructively.
17. Maintain positive, cooperative and respectful working relationships among and with the Board, committees, management, staff and ASO interest holders.
18. Nurture relationships with Board members, including meeting each Board member at least once a year to support them to contribute their skills and expertise effectively.

Executive Director (ED) Oversight and Support
16. Serve as the Board’s point of communication with the ED and as required, provide direction, advice and guidance.
17. Lead the establishing of performance objectives and the monitoring and evaluating of the performance of the Executive Director annually or biennially.

Board Participation and Engagement
18. Encourage respectful communication and participation at meetings—and set the tone regarding how values and anti-racist and decolonizing principles translate to Board affairs and interactions.
19. Lead in the use of anti-racism, anti-oppression, and decolonizing approaches to Board governance, culture, and decision-making.
20. Ensure that Board policies, practices, and decisions are reviewed through an equity lens.
21. Promote accountability to the communities served by the ASO, particularly those most impacted by HIV.

Representation and Ambassadorship
22. Act as the official spokesperson for the Board, report to the members at the Annual Meeting and represent the ASO in the community and to its various interest holders.

Other Duties
23. Perform other duties as determined by the Board.

Requirements
1. All of the requirements of a Board member.
2. Demonstrated leadership skills.
3. Good facilitation and communication skills.
4. Availability to serve the required term of office as required by the ASO’s Bylaws.

Approved by Board of Directors: [insert date]
Reviewed by Board of Directors: [insert date]


BOARD VICE CHAIR

Role
The Board Vice Chair provides continuity of leadership when the Board Chair is absent or unable or refuses to act.

Responsibilities [ensure any responsibility identified in the ASO’s Bylaws is also captured]
1. Assume the responsibilities of the Board Chair when the Chair is absent or unable or refuses to act.
2. Serve on the Executive Committee.
3. Chair at least one Board committee.
4. Maintain a positive, cooperative and respectful working relationship with the Board Chair and Executive Director and as required, provide advice and guidance.
5. Support the Chair in maintaining a high standard for Board conduct and enforce Bylaws and ASO policies concerning Board member conduct, with particular emphasis on fiduciary responsibilities.
6. Performs other duties as determined by the Board or Executive Committee from time to time.

Requirements
1. All of the requirements of a Board member.
2. Demonstrated leadership skills.
3. Good facilitation and communication skills.
4. Availability to serve the required term of office as required by the ASO’s Bylaws.
Approved by Board of Directors: [insert date]
Reviewed by Board of Directors: [insert date]



BOARD SECRETARY
Role
The Board Secretary ensures the maintenance of records, minutes and legal documents of the Board.

Responsibilities [ensure any responsibility identified in the ASO’s Bylaws is also captured]
1. Attend and be the secretary of meetings of the Board, Executive Committee and Members.
2. Review minutes of meetings of the Board, Executive Committee and Members for accuracy when such minutes are taken by someone delegated to do so.
3. Keep a roll of the names and addresses of Members.
4. Ensure the proper recording and maintenance of all meetings of the ASO, Board and Board committees.
5. Attend to correspondence on behalf of the Board.
6. Have custody of all minute books, documents, registers and the seal of the ASO and maintain them as required by law.
7. Ensure that all reports are prepared and filed as required by law or requested by the Board.
8. Ensure appropriate distribution of minutes after meetings of the Board, Executive Committee and Members.
9. Enter or ensure entry in the ASO’s records minutes of all proceedings at meetings of the Board, Executive Committee and Members.
10. Give such notices as required by the Bylaws of all meetings of the ASO, Board and Board committees.
11. Be familiar with legal documents to note applicability during meetings, e.g. Articles of Incorporation and Bylaws.
12. Be the custodian of the corporate seal and of all books, papers, records, correspondence, and documents belonging to the organization, except when some other Officer or agent has been appointed for that purpose.
13. Assume the responsibilities of the Board Chair when the Chair or Vice Chair is absent or unable or refuses to act.
14. Support the Chair in maintaining a high standard for Board conduct and enforce Bylaws and ASO policies concerning Board member conduct, with particular emphasis on fiduciary responsibilities.
15. Serve on the Executive Committee.
16. Maintain a positive, cooperative and respectful working relationship with the Board Chair and ED and as required, provide advice and guidance.
17. Performs other duties as determined by the Board or Executive Committee from time to time.

Requirements
1. All of the requirements of a Board member.
2. Good writing and communication skills.
3. Availability to serve the required term of office as required by the ASO’s Bylaws.
Approved by Board of Directors: [insert date]
Reviewed by Board of Directors: [insert date]



BOARD TREASURER

Role
The Board Treasurer works collaboratively with the Chair and Executive Director to support the Board in achieving its fiduciary responsibilities.

Responsibilities [ensure any responsibility identified in the ASO’s Bylaws is also captured]
1. Oversee the keeping of full and accurate books of account and accounting records.
2. Participate in the preparation and monitoring of an annual budget.
3. Report on the financial health of the ASO to the Board at least quarterly and to the Members at the Annual Meeting.
4. Ensure the Board’s financial policies are kept current and being followed.
5. Ensure accounts are audited annually by an independent accounting firm.
6. Chair the Finance Committee.
7. Support the Chair in maintaining a high standard for Board conduct and enforce Bylaws and ASO policies concerning Board member conduct, with particular emphasis on fiduciary responsibilities.
8. Serve on the Executive Committee.
9. Maintain a constructive working relationship with the Board Chair and Executive Director and as required, provide advice and guidance.
10. Performs other duties as determined by the Board or Executive Committee from time to time.

Requirements
1. All of the requirements of a Board member.
2. Good financial management skills.
3. Availability to serve the required term of office as required by the ASO’s Bylaws.
Approved by Board of Directors: [insert date]
Reviewed by Board of Directors: [insert date]

[bookmark: _APPENDIX_I:_Board]Check out more Resources for Board Treasurers here!
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