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Teen Kitchen Project Board of Directors

Role and Responsibilities

PURPOSE: To serve as a voting member of the Board with the authority and
responsibility to establish vision and direction, to develop policies and procedures
for Teen Kitchen Project (TKP) to ensure adequate funding; to monitor and sanction
TKP activities.

TERM: Three years.
RESPONSIBLE TO: Board Chair

MEETING ATTENDANCE:
e Six conference meetings of the Board annually. One meeting may be a
longer board retreat meeting. In addition to regular meetings, there may be
a need for a closed session to discuss personnel or other highly
confidential topics.
e Serve on at least one established committee

e Attend special events as needed (as announced, whenever possible).
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GENERAL:

e Determine mission, values, and operating principles for the organization.

e Develop and monitor strategic plan for TKP. Measure the results.

e Establish policies for administering TKP services that are in harmony with its

mission.

e Monitor and strengthen programs and services.

e Hire and evaluate the Executive Director.

e Build a competent board.

e Ensure the financial health and sustainability of the organization. Help raise

resources for TKP to fulfill its mission. To do this, help create a broad

community of support by:

o Contributing: make a personal stretch gift and have TKP be a priority in

your personal giving.

Identifying and cultivating: Use your personal and business contacts to
identify individuals and organizations that are prospects for financially
supporting the organization; facilitate the introduction of these donors
to TKP and help with the cultivation of these and other potential
funders.

Fundraising: Assist in raising gifts to help the organization attain its
goals and objectives. Work individually with staff to assist in raising
funds, supporting events, and when appropriate, leadership level and
planned gifts.

Stewarding: Help maintain and deepen relationships with our donors
through thank you calls, invitations to events, personal notes on the

annual fund drives, and other outreach efforts.

e Protect assets and provide proper financial oversight. Assist in developing

the annual budget, approve the budget, set fundraising goals, and ensure

that proper financial controls are in place. The Board has ultimate



responsibility for the financial solvency of the organization; therefore, it must

assure the income as well as the operating expenses.

SPECIFIC RESPONSIBILITIES:

Regular attendance at Board Meetings and arrive informed of agenda items.
Ask discerning questions; constructively participate in deliberations.
Keep board conversations confidential to promote honest and open
discussion about important issues.

Adhere to Conflict of Interest Policy.

Assume leadership of Board committees as requested when appropriate
(such as task forces or special project chairs).

Give expertise in areas where your background is of value.

Make financial contributions to the annual campaign.

Familiarize yourself with TKP activities, challenges, goals, services, and
policies.

Serve as community Ambassador, helping to grow TKP’s visibility and

outreach.

PERSONAL ATTRIBUTES:

An interest in the mission, objectives, and services of TKP.

Breadth of understanding and tolerance of the viewpoints of others.

A willingness to state one’s convictions, and to accept majority decisions
even when in conflict with one’s own stand.

Ability to deal openly and directly with staff and other board members when
pleased or displeased.

Openness to self-evaluation.



Officer Job Descriptions:

Board President:

Presides at board meetings

Creates a purposeful agenda in collaboration with the executive director
Appoints people to committees and assigns committee chairs

Serves as the contact for board issues

Sets goals and objectives with the board and ensures they are met

Holds members accountable for attending meetings

Board Vice President

Prepares to assume the office of the board chair

Fulfills the board chair’s duties when the presiding officer is absent or if that
office becomes vacant

Assists the board chair in the execution of his or her duties

Serves on committees as requested to learn the operations of the board
Works closely with the board chair to transfer knowledge and history to

prepare for leadership

Board Secretary

Assures that an agenda has been prepared by the board president and/or
CEO and that the agenda is distributed in advance of the meeting
Oversees the distribution of background information for agenda items to be
discussed

Prepares the official minutes of the meeting and records motions,
discussions, votes, and decisions

Prepares and provides the previous meeting’'s written minutes to board

members before the next meeting and records any changes or corrections



Assures that documents (bylaws, Form-990, roster of board members) are
accessible to members
Schedules and notifies board members of upcoming meetings

Holds members accountable for their tasks

Board Treasurer:

Review financial statements with Executive Director and presents financials

to the board.

Ensures tax-related documents and legal forms are filed on time, such as the
documents required to maintain the organization’s tax-exempt status

Serves as chair of the finance committee and financial officer of the
organization

Manages, with the finance committee, the board’s review of and action on its
financial responsibilities

Assists the chief executive or the chief financial officer in preparing the

annual budget and presenting it to the board for approval
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