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Sample Job Description: Committee Chair

In addition to meeting all of the responsibilities of a member of the board, the committee chair:

1. Attends all committee meetings. 

2. Calls and presides over meetings of the committee and is responsible for keeping and distributing meeting minutes.

3. Sets the agenda for committee meetings with the CEO or designated staff.

4. Ensures that committee meetings and work conducted between meetings fulfills the committee charter. 

5. Sees to it that decisions and recommendations made by the committee are recorded. 

6. Reports the committee’s activities and recommendations to the executive committee or the full board, in accordance with the committee charter.

7. Invites the CEO and board chair to attend committee meetings. 

8. Works with the CEO and board chair to decide who should serve on the committee. 

9. Works with the CEO and designated staff as needed. 

10. Delegates responsibilities to other committee members and encourages their full participation. 

11. Initiates and leads the annual evaluation of the committee’s work and effectiveness. 

Term: two years, and eligible to serve one additional term, if appointed by the board chair (dependent upon board member term limits and performance evaluation).
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