
Canadian Congress for Learning Opportunities for Women 

congres canadien pour la promotion des etudes chez la femme 

December 20, 1982 

Memo: To the Board 

From: Susa n 

Discuss i ons of my job description, during my p erforma nce a ppraisal i n 
October, brought to light the fact that job descriptions for Board membe r s and 
members of the Executive do not exis t. Because it was felt such job descriptions 
would be helpful to you and would serve to clarify functions within the organization, 
I was asked by Lenore to prepare draft job descriptions f or your consideration. 

I hav e gathe r ed informa tion from t ,wo sources: the National YWCA and the J uni.or 
Lea gue. Their de scriptions relate primarily to functions and responsibilities of 
Board memb ers, relative to a national organization. I have added provincial 
r e sponsibilities as discussed in J a nuary. I have enclosed a job description for 
the Presid ent from YWCA materials and one for me from the performance appraisal. 
Inc luded, you will also find a s heet describing separate and joint functions 
o f the President and Executive Director, as well as separate a nd jo i nt func tions 
for chairpersons of committees and committee staff. My conc ern about the l a tter 
is that we do not hav e enough staff to carry out the staff functions f o r all the 
committees we have, at least on paper. 

Ple~se give these mat e rials some thought so that we can have a worthwhile di s ­
cussion at the Boa rd meeting in February. 

Happy Holidays! 

692 Coxwell Avenue , Toronto, Ontario , Car,,,;la M4C 386 • (416) 461-9264 



TIIE 130ARD MEMBER 

GEM E RAL F U~l C TI_QfjS OF /~_Jl_QJlR_Q__!fJ1~lR 

l. have a commitment to and understanding of the purpose, policies and 

programs of the organization; 

represent the organization in the community; 2. 

3. 

4. 
5. 

acquire a clear understanding of the organization's financial position ; 

serve in a volunteer capacity, without remuneration or profit; 

be able to \•1ork and participate within a group. 

RESPONSIBILITIES OF /\ BOARD MEl,!BER 

1. be an active and committed participant in the affairs of the 

organization; 

2. be involved at 13oard me2tings, ask questions, discuss, participate in 

decision making, react to ideas, exercise initiative; 

3. be actively involved on one or more Board committees; 

4. know ,rnd maintc1in the l"ines of com,nunication between the Board and 

staff 

5: know and understand the roles and responsibilities of the Board and • 

6. 

7. 
8. 

staff; 

participt1tc cnerg2tica1ly in recruiting ne1>1 13oard members; 

support and participate in fund-raising; 

be responsible for continuing self education and growth; kno·w the. 

I 
j 

I 
corr.munHy~ be familjar \vith community resources; be aware of changing i 

i 
coil:1mmHy trends and cl ·ientele needs; attend related community function ~; 

keep informed of organization's services; 

9. be infonned about the background of issues in order to discuss them 

responsibly; 

10. be regular and punctual at all 13oard meetings. If unable to attend, 

g{ve early notice to 13oard Chairman; 

11. do your ho111ev10rk. Know your manual and read the relevant Minutes 

before the meeting; 

12 .. notify Cha·irm,rn in advance if reporting at next 13oard meeting to ensure 

proper item is pl aced on agenda, ( a written report is usually requ·i red) ; 

13. have a vmrking knovil ed1Jeof parl-1c1mentJry procedure; 

1'l. 111aintain Bo ard bus iness confidentiality; if a problem arises, discuss 

it \'1ith the Cha"irnian. 

---------------------------- . 
1-. -, .. _,t, 
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Accountability 

I am RESPONSIBLE first to the President as a member of the Board and secondly 

to the Chairperson of the committee of which I am a member. 

I am ACCOUNTABLE to the Membership as their elected representative. 

I am SUPPORTIVE to fellow directors - to staff through the Executive Director 

PROVINCIAL ROLE - (asper January 15, 1982 meeting) 

1. Promote and inititate learning opportunities .for women in their own province 

2. Networking on provincial and national level on learning opportunities for 

women 

3 . Lobbying on provincial, regional and national levels 

4. Taking responsibility - i.e. committee work 

1. Promote organization and its goals in the province 

2. Information liason with Board ----provincial director 

non-members, agencies, ·groups, governm.ent . 

CCLOW members 

3. Participate in formulation of policy for national organization maintaining 

both a provincial and national perspective 

1. liasing a) board - local CCLOW members 

b) l qca l organizatons (other than CCLOW) 

c) individually to others 
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2. publicizing and promoting 

a) publicizing organization and membership - CCLOW publications 

b) to communicate with newsletter staff person . 

3. organizing and advocacy 

a) promote and encourage research relative to CCLOW 

bY carry out - assist CCLOW at national level to carry out advocacy, etc. 

1. Awareness of provincial advocacy needs re: learning opportunities for 

women 

2. Commu,nication with provincial members (responsibility to members) 

3. Networking/recruiting? 



THE PRESIDENT 

To lead is defined as "to guide, direct and govern." Leading is both an 

opportunity and a responsibility for the president. The opportunity is to 

influence and contribute to the giowth of individuals as well as an organiza­

tion and community and the responsibility is to ensur.e an effectively func­

tioning board of directors. 

The office of the president does not intend that one person carry 
far more responsibility than any other, but that the association 
have a head. defined relationships, orderly processes, a presiding 
officer, bui not a commanding general.* 

Any definition or description of the president's job must be annually re­

viewed and updated to reflect current situations. With increased numbers 

of women working part or full~time, a voluntary position such ~s the presi­

dency must be well defined, goal oriented and flexible so it c·an be combined 

with other commitments. 

Each president needs to review her role, re~ponsibilities, and functions in 

light of: 

her own available time, 

personal qualifications, 

personal goals and objectives for her tenure, 

possible delegation of work to vice-presidents, 

new procedures or methods of work .that can be utilized to 

accomplish the job. 

In order to attract competent people, the job has to be achievable and rewarding. 

it YWCA Board Members and the Exe cu t-i ve Dir•ector, YWCA of U.S.A. 
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THE PRESIDENT'S JOB 

Suggeated Peraonal Qualifications and Experience Needed 

1. Commitment to the purpose, policies and priorities of CCLOW. 

2. Commitment to the goals and objectives of the local association. 

3. Self awareness and ability to communicate and relate to people. 

4. Demonstrated administrative skills. 

5. Demonstrated understanding, insight, and objectivity as it may relate 

to CCLOW dnd to the life experiences of individuals. 

6. Ability to maintain a sound working relationship with the association 

leadership and membership. 

7. Emotional stability and the ability to operate in crisis situations. 

8. Good experience and background with the CCLOW. 

9. Knowledge of the community. 

10. A certain creativity. 

Related Experience Needed 

l. Successful involvement through .CCLOW activities. 

2. Previpus leadership role(s) in voluntary organizations. 

3. Service on CCLOW committees/task ·forces. 

Reaponaibilitiea and Function.e 

1. Ensures that the Board carries out policies and priorities consistent wit!\ 

convention· action. 

2. Ensures that CCLOW meets all legal requirements. 

3. To be responsible for the interpretation of board actions to membership. 

4. Ensures that the membership is involved in program development and 

determination of leadership. 

5. Ensure that the board has appropriate information in order to fulfill its 

responsibilities, make decisions, and plan for the future. 

6 . . Ensures that an adequate number of meetings of the board is held with 

prior due notice. 

7. Presides at meetings of a. the board of directors 

b. the executive committee 

c. the membership 

82. 



8. Appoints committee and task group chairpersons. 

9. Maintains communication with committee and task group chairpersons to 

ensure effective functioning and accountability to the board. 

10. Initiates an annual evaluation of the board and ongoing orientation 

and training for board members. 

11. Monitors volunteer development and satisfaction. 

12. Represen~s CCLOW in the community (interprets policy, program 

and actions of the board of directors). 

13. Works with the executive director and maintains regular contact. 

Ensures that the association is represented at 

inter-association meetings. 

Priorities of the Job 

1. Works with the executive director. 

2. Fulfills all legal responsibilities, including signing all contracts and 

agreements . . 

3. Interprets and trains. (These are different but related functions.) 

4. Acts as official representative of CCLOW. 

S. Carries certain personnel functions: 

a. Initiates and participates in evaluation of executive director. 

b. Appoints chairperson of the search committee to select an executive 

director ·and acts as a member of this committee. 

c. Sends letter of employment to new executive director. 

AaaountabZe to: 

1. The board of directors. 

2. As a member of the board of directors to: 

the membership 

the community 

funding sources 

governments (federal, provincial, municipal) for compliance with 

legal requirements. 

83. 



OUTLINE OF FUNCTIONS OF PRESIDENT AND EXECUTIVE 
DIRECTOR IN A YWCA 

Works to git full participation and expres­
tlC!fl of differi119 pointa of vi- in meetings. 

Work to - that program of the Associ• 
ation canies out the Purpo .. and program 
ernphues adopted by convention and 
meeta the n-is of women in the commun· 
ity. and that sound policies .,. Ntablilhed 
by the board. 

Bring to tha board clear statamenu of 
questiont to be 1nswered, including thow 
r9lated to p,ogram-..fac:ilitia 1nd financa. 

Cruta a saning which makas free di1cua• 
lion poaible. 

Prepares supporting matarial1. 

Brings information on tnmds, pnctiCN; 
sundard1, action, of the National AaoGi· 
ation and community dWelopmentl. 

Participates in dlacu11ion through qu•• 
tion1, commenta, repora, r1isi1111 points 
which may have bean overlooQd. 

· · II. Implementation of Goalaand Policia. ' . c , . ' · ~ ·· ._,'.. i . · ·· · '• . •. • 
~ ' : . , , 

Malaa ~pointmenu of : 
• co1nmin• chairpenont 
• comminN mamben (In consultation 

with chatrpenoru) 
• individual votunteen for spacial aui9n• 

mena. 

11 1 member u officio of 111 comminNI. 
With voting privil,tga UCllpt II limilltd by 
c:on11111.1t1on and/or bylaws. 

Presidei ■t board, ■ x ■cutive comminae and 
menibenhip mHtinya. 

A•p,-nts b011rd of directora in 111~1 and 
,uthar reilltionwhiPI requiring offiCWtl repr► 
• nation. 

SiQl'II lea••· contrac:U, etc., w;th appro­
praatw otfice, . 

Carrie• out otner fun~ion1 specified in the 
connitution and/or bylaws ■nd in the 
bylaw. nl tlw ba.d of directors. 

Conault on appointmanta. 

See that each commin.. or tllk force hal a 
job· dllCliption. 

Mai. plan• for leadership development. 

Maintain open channel• of communica­
uon1. 

Preinr• agendas for b011rd mt11tting1. 
Oetarmine material ·. tc be Sllflt out in 
adviln01L 
Plan fOf' dealing with untini1Md bulineu. 

Consult on carrying 041t U016rd dec:i1io111, 

Plan for periodic, can1ful evaluation of 
Auociation work, boUI program and 
ldminiltr11tion. 

Auu1'11 participation • lntagrel part of 
national and world movement. 

KNp informed on current •- affectint 
nonprofit corporatiom. 

Worlu with 111 committNI for which 
responsibility i1 not euigneG to othar naff. 

H-:lps voluntNn Ind staff d-lop crMtiW 
,.1,tionahips. 

11 a member ex officio of Ill commitu. 
without the right to YOU. 

Carrift uec:utive responsibility for tht 
board. 

SNs that decilion1 are c.ried out, policial 
adhered to. 

Correhnn Aaociation work. 

Serva• held of staff: 
Emplpys 111 naff according to penonnel 
policiea (profaaional in conaultat1on with 
the pt1nonnel chairpenon, the intended 
supervisor, 1nd/or the <:tiairpenon of the 
committN involvedl. A111gna, 1ul)IH'Yilft, 
evaluatN, termimna (may delegate certain 
of the111 l'llp(lnaibil itieal. 

. . . ·, . - -:- IILlnaetpnltattonafGoals;PollcienndPlognunotthc~a,i."'· ·---: . . . ' _, .-,;r.,"·•~J' · : ~ -

R1iwaent1 or •- that the YWCA i1 
1epr-nted in comn-unity "°''Pl ind 
interpc-1ta each to the other. 

L 

SN that the YWCA is interpreted to 
fund -raising and community•planning 
bodNK. 

See that th• YWCA particip1111 in com­
munity planning. 

See that th11r1 is appropriate rnpon,a to 
1nv,tatio111 to pr111nt YWCA sp,sak11n. 
exhibiu . etc. 

Rapresan11, or asigns 01her naff to 
repru11nt, !he YWCA in 111lected 
community groups. 

S...s th,lt interpretive and promotional 
m11terial1 are prepared and d istributed. 

YWCA of U.S .A . 
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(mu~ OF Fu\CTI 005 (}: u:M-11 TTEE U-IAI RPERSOOS NID 

AssIGED STAFF IN TI£ WCA 
a-tA I RPERSCJ,I OiAIRPERSOO & STAFF TCXEl-ER 

Accountable to the board of directors 
and the president through meetings and 
reports. 

Works with staff associate for performance 
of committee assignment. 

Related to other committees through 
letters and/or meetings and co-operation. 

Interprets to appropriate community 
groups through meetings and/or conferences. 

1. Informs herself using National.community 
and other resources in preparing for 
work with the committee. 

2 . Chairperson consults with president 
regarding work of the committee. 

1. Presides at meetings 

a. defines or states the question or 
problem 

Relations hips 

Prepa:ration for Meeting 

1. Determine the best use of 
resources available to the 
Association. 

2. Plan agenda. 

3. Determine what material should 
go to members prior to 
meetings. 

4. Discuss anticipated results 
to achieve goals and objec­
tives. 

The Meeting 

1. Bring to meeting clear state­
ments or questions needing 
action. 

1. 

2. 

3. 

STAFF 

Accountab-le to supervisor through 
conferences and reports. 

Co-operates with and informs other 
staff through staff meetings and 
conferences. 

Works with committee chairperson 
and committee members on their 
assignments. 

Relates to community organizations 
as assigned. 

Consults with supervisor regarding 
work of the committee. 

Makes available to chairperson 
information affecting agenda and 
National, community and other 
resources. 

Assembles factual data-reports of 
Association and from community. 

4. Handles details of meeting arrange­
ments - notice, rooms, etc. 

1. Interprets philosophy and way of 
work of the YWCA, helping the com- · 
mittee understand how its work 
relates to the whole. 



b. points up issues, indicates 
possible alternative actions 

c. leads discussion, clarifying and 
summarizing 

d. seeks ful~ expression of views on 
the subject including expressing 
her own point of view 

e. gets clear decision as to plan of 
action 

2. Assigns responsibilities to committee 
members. 

3. Sees that accurate minutes are kept. 

4. Interprets philosophy and way of work 
of the YWCA, helping the committee 
understand how its work relates to 
the whole . 

1. Represents committee on board or other 
group to whom accountable 

a. giving written or oral reports 

b. presenting recommendations for 
action 

c. interpret i ng board action to 
committee members 

2. Interpret necessary board 
policies and contribute to 
the growth of committee mem­
bers toward understanding the 
Purpose of the YWCA so that 
they can share in its realiza­
tion. 

3. Create a setting that makes free 
discussion possible. 

After Meeting and at Other Times 

1. Prepare report. 

2. Check unfinished business. 

3. Consult on carrying out 
committees decisions. 

4. Channel and interpret actions 
taken and decisions made. 

2. Participates in discussions through 
questions, comments, reports, 
raising points which may have been 
overlooked. 

1. Sees that minutes are typed, placeJ 
in a permanent file and distributed 
according to a plan. 

2. Channels and interprets decision 
to supervisor, other staff and 
groups concerned. 

3. Sees that policies are adhered to. 

5. Recommend new committee members 4. Sees that decisions are carried out. 
2. Represents YWCA in co-operative com­

munity groups related to.committee's 
function - with the President's 
prior knowledge and/or as assigned. 

according to committee needs 
and their abilities; see 
that the membership is repre­
sentative of age and ethnic 
groups in the community. 

ADAPTED FROM: The Board of Di rec tors in a Corrmuni t y YWCA 

S. Represents YWCA in selected com­
munity groups when assigned. 

National Board of the Young Women's Christian Association of the U.S.A. 
600 Lexington Avenue, New York, N.Y. 10022, 1977. 
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