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JOB DESCRIPTIONS

Board of Directors

Goal:  Together, with all directors, the Board is responsible for ensuring excellence in governance through the establishment and careful monitoring of written board policies, reflecting owners’ values and perspectives regarding the ENDS to be achieved and the means to be avoided. 

Duties and Responsibilities- All Board Members 

· Bring skills, dedication, passion, creativity and vision to your post. 
· Take responsibility for the success of board meetings and for the Board itself.  Share resources and talents, expertise, community contacts and ideas.
· Become familiar and conversant with the HCC By-laws, Policy Governance, Consensus decision-making, and the Board eNotebook.
· Prepare for each board meeting by reviewing agenda and distributed materials.
· Be accessible and responsive by email.  Check your Board Box at least monthly.

· Be sensitive to the needs and concerns of owners and shoppers.

· Actively recruit new board members throughout the year.

· Actively participate on at least one committee.

· Be available to assist on other committees as needed.

· Financially support the Co-op as an active owner and shopper

· Sign and abide by the board member’s Code of Conduct.

· Support all board decisions with one voice.

· Contribute an average of 8 hours per month for standard board related activities, with bumps for training, Annual Board Retreat, Annual Harvest Dinner & Election meeting, Annual Business Meeting, and possible special events/needs. 
Benefits
· Work with a dynamic group of committed individuals using a unique and effective governance structure.

· 15% discount on all applicable Co-op purchases

· Healthy deli meals available prior to monthly board meetings. 

· The Board has the option of responsibly and equitably allotting nominal stipends to the President and/or all Directors.
President, Board of Directors

Goal:  Provide leadership, direction and inspiration to HCC owners and the Board of Directors.    

Duties and Responsibilities 

· Act as principal executive officer of the Board and liaison with the General Manager (GM).
· Lead and motivate Board of Directors through example, consensus, inspiration and follow-up. 

· With Vice President and committee chairs, initiate setting of long and short-term board goals. 

· Facilitate communication between the Board, management and owners. 

· With the Board Operations Committee, create the Board meeting agendas.

· With Treasurer, oversee annual GM review and GM contract.

· With Board Development Committee, oversee Board Retreat planning.

· Work with CDS board trainer and current and former Directors.to facilitate leadership development and succession. 
· Sign, with other appropriate officers, corporate or legal documents. 
Qualifications

· Accessibility, and ability to devote an average of up to 15 hours per month to planning, communication, visioning and organizational activities. 

· Proven leadership, motivational, communication and organizational abilities. 

· Ability to integrate the Board vision with reality. 

· Facilitation and consensus skills to ensure that the group uses time and resources wisely. 

· Ability to work in a team and to delegate responsibility. 

· Knowledge of issues, community and ownership. 

· Passion, creativity and vision.
Benefits

· Board President receives a 20% discount on applicable Co-op purchases. 
Vice President, Board of Directors

Goal:  To ensure continuity in the leadership of HCC Board of Directors by actively assisting the Board President. 
Duties and Responsibilities 

· Preside over board or owner meetings in the absence of the President or Facilitator.
· Become oriented in all duties and responsibilities of the President. 
· Participate in setting long- and short-term board goals.

· Oversee/assign Annual Board Calendar and monthly governance reviews.

· With the Board Operations Committee, create the Board meeting agendas.
· Assist in Study & Engagement, utilizing cooperative principles and resources.

· Participate in annual GM review and GM contract.

· Participate in planning of Annual Harvest Dinner & Election Meeting, Annual Business Meeting and Annual Board Retreat.

· Sign, with other appropriate officers, corporate or legal documents.
· Participate in the Board Operations Committee.
Vice President, Board of Directors - continued
Qualifications 
· Accessibility, and ability to devote an average of up to 15 hours per month to planning, communication, visioning and organizational activities.
· Proven leadership ability and planning skills. 

· Interest and ability to assume role of President.
· Accessibility, and ability to devote an average of up to 15 hours per month to planning, training, communication, linkage and organizational activities. 

· Excellent verbal and written communication skills. 

· Ability to integrate the Board vision with reality. 

· Ability to work in a team and to delegate responsibility. 
Benefits 
Board Vice President receives a 20% discount on applicable Co-op purchases.
Treasurer, Board of Directors

Goal:  To review the financial reports, assist the Board in understanding HCC financial systems and oversee annual GM review and contract.  
Duties and Responsibilities 

· Carefully review all financial reports prior to board meetings.

· Advise the Board of Directors regarding its financial policies. Work with the Board to increase financial understanding and participation.
· Meet with GM and Finance Manager as needed to review any financial questions.

· Coordinate with the Board and GM to provide and interpret financial reports to the Board of Directors and owners.  Work with the GM to prepare financial report for the Annual Business Meeting.
· Work with the Board and committees to create an annual Board budget.
· Review board budget with directors and committees to keep spending in line.
· Review General Manager Credit Card expenses quarterly.
· Work with the President and GM to facilitate emergency financial purchases.

· Sign, with other appropriate officers, corporate or legal documents.

· Oversee annual GM review and contract with entire board input.
Qualifications 

· Knowledge of and skills in financial concepts and financial reporting requirements. 
· Ability to analyze and clearly interpret financial statements.
Board Secretary

Goal:  To oversee the record keeping and correspondence of the Board of Directors, 

working closely with the Board Administrative Assistant.  In the absence of the Administrative Assistant, assumes all Board Secretary and Administrative duties.
Duties and Responsibilities 

· Work closely with Administrative Assistant and take responsibility for all secretarial duties (see below) in the absence of an Administrative Assistant.
· 
· Review and edit the minutes of all board, executive and owner meetings. 

· Ensure that board records, documents and reports are up-to-date and secure.
· Ensure secure maintenance of up-to-date Board eNotebook and files.

· Ensure that board records are protected for privacy and long-term safekeeping.

· Oversee maintenance of an accurate summary of monthly GM Monitoring Reports.
· Oversee maintenance and confidentiality of permanent records including monitoring reports, financial reports and GM evaluations. 
· Ensure that the Bylaws and Board Policies are updated as needed when board resolutions are adopted by monitoring for any resulting changes needed to written Bylaws or Policies.
· Oversee updates to the Board of Directors Roster annually and as needed.
· Work with the President to help celebrate Board Birthdays and special occasions.
· Provide board information on HCC website

· Sign, with other appropriate officers, corporate or legal documents.
Qualifications 

· Good listening and concise writing skills.

· Computer and organizational skills. 

· Knowledge and understanding of the Bylaws, Board Policies and board operations. 

Administrative Assistant 

To the Board of Directors (non-board member, appointed position)
Goal:  To assist the Board of Directors and the Board Secretary. 
Duties and Responsibilities 

· Record and email Board of Directors the minutes of all board and owner meetings. 
· Work under the Board Secretary’s oversight to maintain and update: Board eNotebook and files, Board of Directors Roster, Board Records and the board information on the HCC website.
· Assist the President and Secretary with preparation and follow up for board and owner meetings, correspondence with owners and other tasks as assigned.

· Maintain confidentiality. 

Qualifications 

· Good listening and recording skills. 

· Ability to coordinate and summarize details into concise statements.

· Good typing and organizational skills. 

· Computer and website skills

· Ability to work in a team. 
Benefits
· Administrative Assistant receives a 15% discount on applicable Co-op purchases
Board Facilitator (board or non-board member, appointed position)
Goal:  Lead monthly board meetings with emphasis on governance, full board participation and board efficiency.
Duties and Responsibilities 

· Lead effective and engaging Board of Director meetings as set by the agenda, allowing the Board President to fully participate in board meetings.

· Ensure that all voices are heard and that order prevails.

· Ensure that the Board uses time wisely and adheres to the schedule.

· Provide list of decisions and items for follow-up at end of each meeting.

· Email monthly calendar of committee meetings, conference calls, events and activities.

· Engage the Board with movement and group activities to encourage enthusiastic collaboration.

Qualifications

· Good leadership, listening and communication skills.
· Ability to coordinate and summarize details into concise statements.

· Familiar and conversant with the HCC Bylaws, HCC history, policy governance and consensus decision-making. 
Benefits
· Board Facilitator receives a 15% discount on applicable Co-op purchases
Scribe (a rotating position, determined at meetings, as needed)
Duties and Responsibilities 

For proposals, major decisions, brainstorming, conflict resolution, or as needed:
· Record highlights of the following, in bullet format, on large easel.
· Discussion pros and cons
· Ideas
· Decisions made
· Comments and observations
· Group concerns
· Tasks assigned
· Give to Administrative Assistant or Board Secretary for safekeeping, for future reference and for incorporation into board minutes. 
\

Committee Chairs

Goal:  Board Operations, Board Development and Owner Engagement Committees assist in doing specific work of the Board outside of board meetings, subject to board approval.  Each committee will have a chair (or co-chairs) and a minimum of two board members.  Board committees may not speak or act for the Board except when formally given such authority.
Duties and Responsibilities 
It is the responsibility of the committee chair to ensure that the committee carries out the work of the Board:
· Schedule and convene committee as needed or tasked.

· Receive direction from the Board and communicate to the committee.

· Set and lead the agenda for the committee meeting, sending appropriate documents in advance of meetings or discussions.

· Ensure committee follow through on tasks.

· Ask for additional help with committee from the Board and owners when needed and appropriate.

· Bring the work of the committee back to the Board by reporting progress toward goals at each board meeting.

· Prepare written bi-annual committee update and accomplishments.

· Develop a committee budget for expenses as needed. 
Board Development Committee

Purpose:  To recruit, orient and educate board members.

· Develop an application and screening process including an application packet.

· Continually seek, identify and recruit well-qualified candidates according to Bylaws and Board Policies.

· Continually submit names of qualified nominees for election or board appointment.

· Contact owners, staff and leaders in community for suggestions.

· Meet with prospective candidates to ensure their understanding of the election process and the responsibilities/limitations of directors.

· Coordinate the elections publicity, including newsletter, website and store bulletin board.

· Supervise election process including the counting of ballots, announcement of the outcome and certification of results.

· Plan and arrange topics/speakers’ materials for board Study & Engagement sessions.

· Oversee the Board Annual Retreat.

· Develop and submit a committee budget for expenses as needed.
Board Operations Committee
Purpose:  To support the work of the Board so that it is efficient, accountable and successful.

· Develop organizational documents for the Board, including the Board of Directors Roster, Board Calendar, Monitoring Schedule and committee assignments.

· Develop and revise policies and procedures as directed by the Board.

· Assist the Board with being proficient, rigorous and reasonable in its monitoring of the policies.

· Work closely with the Board Administrative Assistant to develop and maintain Board eNotebooks, policies, procedures, minutes and other records.

· Work closely with CDS consultant through monthly conference calls and the Annual Board Retreat.  Share CBLD, CCMA and NCGA information and resources with the Board.

· Provide leadership development opportunities for all directors to perpetuate the Board’s success.

· Develop and submit a committee budget for expenses as needed.
Owner Engagement Committee
Purpose:  To provide multiple opportunities for communication and events between the Board and owners.

· Provide year-round engagement opportunities in keeping with the Board’s mission to engage owners.

· Responsible for assigning quarterly Organic Press articles for quarterly board column.

· Submit events to Organic Press, working with quarterly deadlines.

· Recruit and invite owners to join the committee and attend events.

· Work with the Outreach Coordinator to clear and schedule events, mindful of not stepping into store operations or outreach functions.

· Submit events for HCC e-blasts and HCC Facebook page.

· Oversee Annual Harvest Dinner & Elections meeting with board input and approval.

· Oversee the Board bulletin board.

· Through Administrative Assistant, keep the board page on HCC website current. 

· Develop and submit a committee budget for expenses as needed.
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