Staff and Board of Directors Roles
Distinctions between staff and board roles are listed below for the core functions of nonprofit organizations. Nonprofit boards are tasked with resource development and strategic governance to ensure the organization’s sustainability and growth. The executive director is responsible for managing operations and staff. In working boards, some of the operational responsibilities may be managed by a board committee or a group of board members. 
	Tasks
	Staff
	Board

	Strategic planning
	· Staff budgets strategic planning on a three-year cycle
· Prepares RFQ for choosing consultant or facilitator
· Works with consultant on data and logistics for community assessment
· Works with board to develop goals
· Aligns tasks and timelines with staff work plans. 
· Tracks progress and presents updates to board 
	· Board works with staff to pick consultant or facilitator 
· Participates in focus groups, surveys, and interviews, when appropriate 
· Based on community feedback, board and staff create responsive and strategic goals that align with the organization’s mission and plans for growth 
· Works with staff to define measures of success 
· Monitors progress of plan and ensures adequate resources for implementation 

	Resource development and fundraising 
	· Drafts the fundraising plan with board
· Executes annual fund; prepares grant proposals and coordinates stewardship of donors
· Coordinates fundraising events with board fundraising committee
	· Works with staff to develop annual fundraising plan setting specific goals for board fundraising efforts
· Plans and executes fundraising events with staff
· Contributes to organization annually; actively engages networks as part of the development function  

	Personnel management
	· Drafts and updates job descriptions for all staff positions
· Recruits and hires job candidates
· Executes annual performance appraisal process for staff
	· Develops and updates executive director job description
· Ensures adequate resources for competitive salaries





		
	Tasks
	Staff
	Board

	Organizational policies and record keeping
	· Drafts, manages, and updates all processes/procedures for the organization
· Organizes and systematically maintains all records, ensuring their security (digital and physical), establishing retention/disposal rules, and making them easily retrievable for compliance and legal requirements 
	· Reviews and approves operating and financial policies and controls; ensures the organization has appropriate files and documentation for compliance and legal requirements  
· Maintains and updates the organization's bylaws appropriately
· Signs conflict of interest form annually

	Financial budgeting 
	· Drafts organizational budget
· Identifies cost savings
· Resources investments needed to execute strategic and programmatic priorities
	· Approves annual budget in advance of upcoming fiscal year
· Reviews/shares feedback on draft budget considering strategic plan, financial goals, and fundraising plan

	Financial reporting 
	· Reviews budget and subsequent results (variances) with treasurer, finance committee, and board 
	· Reviews results (actual versus budget) in financial reports provided by staff from internal and external sources and reviews investment reports

	Board meeting management
	· Executive director works with board chair/executive committee to set agendas for monthly board meetings
· Maintains board lists; monitors each committee’s purpose and tasks; files all board minutes
	· Board chair/executive committee work with executive director to set board meeting agendas
· Board chair ensures quorum at each meeting; ensures that treasurer presents financials and that secretary records minutes of every meeting
· Committee chairs set agendas, oversee tasks, and provide updates at board meetings





	Tasks
	Staff
	Board

	Board recruitment, onboarding, and retention

	· Assists in identifying and recruiting new board members 
· Assists board in planning onboarding process
	· Identifies and recruits new board members to expand board skills and outreach
· Organizes onboarding workshop for new board members and shares board responsibilities and expectations
· Convenes annual board retreat to review board’s perception of its performance and provide training opportunities.

	Personnel management
	· Drafts and updates job descriptions for all staff positions
· Recruits and hires potential candidates and executes annual performance appraisal process for staff
	· Develops and updates executive director job description
· Performs annual evaluation process for executive director
· Ensures adequate resources for staff professional development

	Visibility of organization
	· Contributes to public standing/visibility of the organization through advocacy and leadership
	· Actively engages in advocacy; builds public value for the organization in civic and business networks

	Programs and services
	· Manages delivery of programs and services
· Provides updates on successes and challenges at predetermined intervals throughout the fiscal year
· Suggests program improvements and expansion, as appropriate
	· Reviews outcomes of program and service delivery through presentations at board meetings and staff-initiated updates
· Attends or audits programs at the invitation of staff
· May be tasked to find specific sponsors for programs
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