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JOB DESCRIPTION

Chairperson

A. Qualifications

1. Membership and interest in furthering the mission and goals of the Coalition.

2. Time to commit to the duties required.

3. Knowledge of the fundamentals of teamwork.
4. Knowledge of inter-agency partnerships.

5. Belief in the principles of collaboration.
6. Possession of honesty, integrity, and respect for the values of others.

7. Possession of strong personal code of ethics, including maintaining confidentiality, and avoiding conflict of interest.

8. When member is representing an agency to the Coalition, they have pledge of employer’s commitment and support for time and resources.
B. Duties and Responsibilities

The Board of Directors will carry out the business of the Coalition.  The Board shall have the power to conduct, control, manage and govern the affairs, operations, business, property and assets of this Coalition, and to make and enforce such rules of operation in reference thereto as it may deem proper, not inconsistent with the laws of the state of California, or the Bylaws of the Coalition, or may delegate any such powers to certain officers or appointees of the Coalition by resolution at any meeting of said Board members.  Duties shall include, but not be limited to:

1. Conduct Coalition business consistent with the Bylaws and good business practice.
2. Appoint the Chairs for the Standing Committees and other committees as needed.
3. Enter into agreements with individuals, agencies or organizations as necessary to carry out Coalition activities.
4. Serve a two-year term.
5. Meet a minimum of two times each year.
6. Make regular reports to the National HMHB concerning action taken by the Board of Directors.
7. The Chairperson is responsible for ensuring that the Executive Board of Directors and its members are aware of and fulfill their governance responsibilities.

8. Comply with applicable laws and bylaws.
9. Conduct board business effectively and efficiently.
10. Are accountable for their performance.
C. Organization

In order to fulfill these responsibilities, and subject to the organization's bylaws, the Chairperson presides over meetings, proposes policies and practices, sits on various committees, monitors the performance of Officers, submits various reports to the board, to funders, and to other "stakeholders"; proposes the creation of committees; appoints members to such committees; and performs other duties as the need arises and/or as defined in the bylaws. 

1. Meetings

i. The Chairperson ensures that an agenda is planned for board meetings. This may involve periodic meetings with committee chairpersons to draft annual and meeting agendas and reporting schedules.

ii. The Chairperson presides over meetings of the Executive Board of Directors. In this capacity, the Chairperson:
● Chairs meeting according to accepted rules of order for the purposes of encouraging all members to participate in discussion;

● arriving at decisions in an orderly,
● timely and democratic manner;
● votes as prescribed in the bylaws.
iii. The Chairperson serves as an ex-officio member of board committees specified in the bylaws, and




● to serve as a voting member of the committee



● to negotiate reporting schedules;

● to identify problems and assist the committee chairperson to resolve them, and if necessary, to bring them to the attention of the Executive Board of Directors.  

2. Community Relations

i. The Chairperson ensures that the organization maintains positive and productive relationships with media, funders, donors, and other organizations. In this capacity, the Chairperson serves as primary spokesperson for the organization.

ii. Duties may include:

● representing the organization to the media;

● representing the organization on governmental or nongovernmental

organizations and committees;

● timely and appropriate reporting of Board decisions and actions to members and/or funders and/or donors.
3. Signing Officer

i. The Chairperson is designated by bylaws as one of the signing officers for certain documents. In this capacity, the Chairperson may be authorized or required to sign or countersign checks, correspondence, applications, reports, contracts or other documents on behalf of organization.

4. Executive Board Development

i. The Chairperson ensures that structures and procedures are in place for effective recruitment, training, and evaluation of executive board members.
ii. Facilitate development of independent leaders within the Coalition.

5. Fund Raising

i. The Chairperson ensures that structures and procedures are in place for securing the resources required by the organization. Depending upon the organization, this may require the Chairperson to play a leadership role in fundraising campaigns.
6. Delegation

i. Depending upon the organization's needs and its bylaws, the Chairperson may establish or propose the establishment of committees of the Board, and may assign tasks and delegate responsibilities to board committees.
7. Time commitment
i. Monthly Coalition general management: 8-20 hours (variable dependant on implementation of activities as the calendar year progresses culminating during the months of July and August).
ii. Monthly board meetings: 1.5 hours

iii. Monthly membership meetings: 2.5 hours

iv. Meeting preparation: 4 hours

v. Committee work: 2 hours
vi. Planning and implementation of annual activities that include but are not limited to: education workshops/conferences, Mothers’ Portrait, Positive Images of Breastfeeding traveling picture display, Community Impact Awards Luncheon.
vii. Other time depending on individual member’s assumption of responsibilities.

8. Training

i. Orientation to the work of the Coalition and
ii.  Executive Board activities: 2 hours
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