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Board of Directors Job Description 
 
OVERVIEW: 
Board members are dedicated to LifeSPAN’s mission of supporting families to create a 
safe, secure and quality future for their relatives with a disability. Board members are 
able to communicate a compelling vision of LifeSPAN’s core purpose and to motivate 
people inside and outside the organization.  
 
The affairs of LifeSPAN are managed by the Board of Directors (as outlined in our Board 
By-Laws). The Board is supported in their work by part-time staff. In general, a 
commitment to serve on the Board carries with it certain expectations (outlined below). 
 
Directors are first approved by a vote of the Board, then elected by Members at the 
Annual Meeting. Beginning with the April meeting vote, a director serves for two years. 
According to our By-Laws a director may serve for two more two-year terms, taking a 
year off if choosing to serve again. 
 
A list of Executive Board offices (as presented in our By-Laws) is included with this Job 
Description.  
 
EXPECTATIONS: 
Before being elected to the Board: 

• Attend at least one or two Board meetings as an observer. 

• If new to LifeSPAN, attend at least one or two network meetings and LifeSPAN 

outreach events. 

• Review LifeSPAN’s mission, vision, and values. 

General: 

• Participate and comment in a candid, honest and respectful way at Board 

meetings. 

• Fulfill commitments in a timely fashion. 

• Serve as a positive advocate for LifeSPAN, its Board, members, and staff. 
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• Become personally familiar with LifeSPAN’s work by attending at least one 

network meeting annually (if part of a member family, this would be outside of 

the family network), and at least one educational outreach event. 

 
Note: While the entire Board is responsible for all of these areas listed below, we find 
that individual Board members are often more active in one or more areas depending 
on the individual’s specific interests and skill sets and whether they have assumed a 
specific Board office (president, treasurer, secretary):  
 
Operations, budget and personnel: 

• Oversee development of an organizational plan that makes effective use of staff 

and volunteer time and resources. 

• Approve LifeSPAN’s annual budget; monitor budget and LifeSPAN’s financial 

health on an ongoing basis. 

• Be aware of and execute formal, legal roles and responsibilities as outlined in the 

Articles of Incorporation and By-Laws. 

Programs: 

• Provide leadership and direction in the organization to further LifeSPAN’s 

mission, as well as its philosophy, strategic plan, and annual goals and objectives. 

• Evaluate outcomes of all activities to further strengthen organization’s mission. 

Fundraising and community public relations: 

• Be a positive advocate for LifeSPAN with the organization and the community at 

every opportunity. 

• Sustain and increase a healthy mix of unearned and earned income by: 

a. Supporting fundraising and other special events. 

b. Taking personal initiative in informing our group of funding and program 

opportunities. 

c. Identifying individuals in the community for potential volunteer and 

financial support. 

d. Being actively involved in inviting, engaging and seeking community 

financial support. 

Sustainability: 

• Recognize the need for Board succession as an ongoing process. 

• Support LifeSPAN to maintain a healthy, diverse and committed Board. 
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• Take initiative with identifying good candidates for Board or committee work, 

and initiating dialogue. 

• Recognize and identify potential community partnerships for the purposes of 

increasing LifeSPAN's growth and financial stability. 

 
Staff works closely with the Board and the Board’s work is supported by staff as 
needed. Staff support includes: 
 

• Adequate preparation for meetings to ensure effective use of volunteer time. 

• Complete, concise and accurate information. 

• Prompt response to requests for information or return of phone calls and emails. 

 

BOARD OFFICERS: 
Each year following the Board elections at the annual meeting, the newly elected Board 
elects its officers for the coming year. With the support of LifeSPAN staff & volunteers, 
LifeSPAN officers commit to performing the following functions: 
 
President: 

• Executive officer of LifeSPAN. 

• Supervises & controls assets, business & affairs of LifeSPAN. 

• Presides over meeting of Members & Board. 

• May sign deeds, mortgages, bonds, contracts, or other instruments, except when 

signing and execution delegated to another agent or officer. 

Secretary 

• Records minutes at the Board meeting or review and approve the minutes if 

taken by another individual. 

• Sees that all notices are duly given in accordance with the provisions of Bylaws 

or as required by law. The notice of annual meeting is to be sent to members by 

the Secretary.  

Treasurer 

• Drafts Budget with staff. 

• Approves Payroll. 

• Reviews 990 documentation. 

• May sign deeds, mortgages, bonds, contracts, or other instruments, except when 

signing and execution delegated to another agent or officer. 


