
YNPNmaine 
Member of the Board of Directors 
Job Description and Expectations 

 
Purpose: To advise, govern, oversee policy and direction, and assist with the leadership and 
general promotion of (name of org) so as to support the organization’s mission and needs. 
 
Mission Statement: To provide a space for young professionals in the nonprofit sector to 
become educated, engage, and connect through volunteer opportunities, professional 
development workshops, and other events. 
 
Major Responsibilities: 

 Organizational leadership and advisement 
 Organization of the board of directors, officers, and committees 
 Formulation and oversight of policies and procedures 
 Financial management, including adoption and oversight of the annual budget 
 Oversight of program planning and evaluation 
 Promotion of the organization 
 Fundraising and outreach 

 
Length of term: Three years.  
 
Meetings and time commitment: 

 The board of directors meets monthly, usually on the second Monday of the month, 
5:00pm in Portland. Meetings typically last 90 minutes.  

 Board members are asked to attend at least one YNPNmaine event quarterly. 

 
Expectations of board members: 

 Attend and participate in at least 75% of the regular meetings of the Board, and special 
events as able. Advise the Co-chairs if you are unable to attend a meeting. 

 Respond to all email inquiries within 48 hours. If the email is flagged, this notifies a need 
for an immediate response. 

 Participate on a standing committee of the board, and serve on ad-hoc committees as 
necessary. 

 Make serious commitment to participate actively in committee work. 
 Volunteer for and willingly accept assignments and complete them thoroughly and on 

time. 
 Stay informed about committee matters, prepares them self well for meetings, and 

reviews and comments on minutes and reports. 
 Be alert to community concerns that can be addressed by YNPNmaine’s mission, 

objectives, and programs. 
 Help communicate and promote YNPNmaine’s mission and programs to the community. 
 Like YNPNmaine on Facebook and promote YNPNmaine on your personal Facebook 

page.  
 Become familiar with YNPNmaine’s finances, budget, and financial/resource needs. 
 Understand the policies and procedures of YNPNmaine. 
 Financially support YNPNmaine in a manner commensurate with one’s ability. 

 
 
 



YNPNmaine 
Treasurer of the Board of Directors 
Job Description and Expectations 

 
Length of term: 2 years 
 
Responsibilities and Expectations of the Treasurer: 

 Is a member of the Board 
 Attends all board meetings 
 Manages finances of the organization 
 Provides annual budget to the board for members’ approval 
 Ensures development and board review of financial policies and procedures 
 Maintain knowledge of the organization and has a personal commitment to its goals and 

objectives 
 Understands financial accounting for nonprofit organizations 
 Serves as the chair of the finance committee (if one exists) 
 Manages the board’s review of and action related to the board’s financial responsibilities 
 Work with co-chairs to ensure that appropriate financial reports are made available to 

the board on a timely basis 
 Reviews the annual audit and answer board members’ questions about the audit 

 


