ATG Against the Grain Productions, Inc.

Board of Directors Responsibilities and Expectations

A director, officer or incorporator of a corporation shall perform his or her duties as such, including, in the case of a director, his or her duties as a member of a committee of the board on which he or she may serve in good faith and in a manner he or she reasonably believes to be in the best interests of the corporation, and with such care as an ordinarily prudent person in a like position with respect to similar corporation organized under this chapter would use under similar circumstances. 

General Responsibilities: 

1. Determine and guide the Organization's Mission and Purpose

· Fundraising 

· Planning 

· Public and Community Relations 

· Others as Needed 

2. Select the Executive

3. Support the Executive and Review His or Her Performance

4. Ensure Effective Organizational Planning

· Board Meetings, Agendas, Minutes, Documentation

5. Ensure Adequate Resources

· Review and approve annual budget. 

· Review and approve major organizational decisions, commitments, and plans including expenditures, loans, and leases. 

6. Manage Resources Effectively

· Protecting Assets of Organization 

7. Determine and Monitor the Organization's Programs and Services

· Evaluate progress toward program and financial goals 

8. Enhance the Organization's Public Image

9. Serve as a Court of Appeal

General Expectations:

1. A willingness and commitment to get to know the organization and the environment in which it operates.

2. Regular attendance with thorough preparation for meetings.

3. Full participation in the governance process.

4. A commitment to teamwork and to speak with one voice.

5. A collective commitment to improvement and growth.

6. Support the chief executive and the mission and objectives of the organization.
7. Professional presentation and credible representation of organization 
8. Open and timely communication.
ATG Against the Grain Productions, Inc.

Board of Directors Job Descriptions

President                                                                                                                                                                        1. Is a member of the Board  2. Serves as the Chief Volunteer of the organization. 3. Provides leadership to the Board of Directors.  4. Chairs meetings of the Board.  5. Encourages Board's role in strategic planning  6. Appoints the chairpersons of committees, in consultation with other Board members.  7. Serves ex officio as a member of committees and attends their meetings when invited.  8. Helps guide and mediate Board actions with respect to organizational priorities and governance concerns.  9. Monitors financial planning and financial reports.  10. Plays a leading role in fundraising activities 11. Informally evaluates the effectiveness of the Board members.  12. Evaluates annually the performance of the organization in achieving its mission.  13. Performs other responsibilities assigned by the Board. 13. Sign legal documents.

Vice President 

1. Is a member of the Board  2. Performs President responsibilities when the President cannot be available (see President Job Description)   3. Reports to the Board's President . 4. Works closely with the President and other Board members.  5. Participates closely with the President to develop and implement officer transition plans.   6. Performs other responsibilities as assigned by the Board. 

Secretary 

1. Is a member of the Board  2. Maintains records of the board and ensures effective management of organization's records  3. Manages minutes of board meetings  4. Ensures minutes are distributed to members shortly after each meeting.  5. Is sufficiently familiar with legal documents (articles, by-laws, IRS letters, etc.) to note applicability during meetings. 6. Participates in fundraising for the organization. 

Treasurer 

1. Is a member of the Board  2. Manages finances of the organization  3. Administrates fiscal matters of the organization, including audit and tax filing.  4. Provides annual budget to the board for members' approval.  5. Ensures development and board review of financial policies and procedures. 6. Participates in fundraising for the organization.
Director of Community Outreach

1. Is a member of the Board. 2. Plans programs and presentations that will translate the organization’s mission to the community. 3. Provide organization linkage to other organizations. 4. Is an active participant in the committee's annual evaluation and planning efforts.  5. Maintains a database of organizations and leadership connections for possible partnership opportunities.  6. Serve on Scholarship committee to review applicants and determines a final recipient. 7. Participates in fundraising for the organization.
Director of Public Relations/Marketing

1. Is a member of the Board. 2. Creates and implements appropriate strategic vision and marketing campaigns. 3. Writes news stories and press releases 4. Creates and maintains website and social media (Facebook, Twitter, Blog). 5. Creates printed marketing and promotional materials including postcards, pamphlets, brochures and e-campaigns 6. Is an active participant in the committee's annual evaluation and planning efforts.  7. Maintains active relations with national/local press and media and keeps press and newsletter databases updated. 8. Participates in fundraising for the organization.
Director of Fundraising

1. Is a member of the Board. 2. Strategizes and leads fundraising campaign to search for funds through grants and public solicitation. Organizes fundraising campaigns in tandem with the Public Relations/Marketing and Community Outreach Teams  3. Is an active participant in the committee's annual evaluation and planning efforts.  4. Participates in fundraising for the organization.
Non-Board Positions

Advisors
Logistics

Advise Board for administrative and long term growth of organization.

Orphanages

Finds outlets for quarterly disbursements.  Oversee that funds are used appropriately. 
Creative Team
Website

Maintenance of website design and implementation. Works with PR/Marketing and Community Outreach for regular posting of information.

Graphic Design

Creates artwork and graphics for website and marketing collateral.

Street Team
Volunteers for events as needed and assists with overall needs in event promotions, logistics, and/or fundraising 

2011 Calendar of Events (Tentative)
· January – Board Retreat (Executive Planning for the Year)
· February

· March – Q1 Orphanage Disbursements, Deadline for Scholarship Applications
· April – OB Anniversary Screenings
· May - Asian Pacific Heritage Month events

· June – Q2 Orphanage Disbursements
· July – Heritage Camps
· August

· September – Q3 Orphanage Disbursements
· October - Fashion for a Passion Charity Event

· November – New Board Nominations
· December – New Board Elections, Q4 Orphanage Disbursements, End of Year Close-out
On-going Events

· Monthly board meetings (conference call or in person)

· Committee meetings (as needed)

· Networking at other community events/with other organizations

· Operation Babylift screenings

ATG Against The Grain Productions

Board Application

Name: 













Address: 












Email: 




  Phone: 


  Cell: 




Nominated by:  













What position are you interested in (check all that apply):

____ President

____ Secretary



____ Dir of Fundraising

____ Vice President
____ Dir of Community Outreach

____ Advisor


____ Treasurer

____ Dir of Public Relations/Marketing
____ Street Team

1) What skills make you an ideal candidate for this position:

2) What does it mean to you to ‘go against the grain?’

3) What personal/professional goals would you like to achieve by participating with ATG (help raise funds, personal leadership growth, meeting new people, etc)?

4) What other leadership/community service activities have you participated in (past or present) with ATG or other organizations?

5) Please include a cover letter/resume and email to Tammy@thebabylift.com.

