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BOD Roles & Responsibilities 

Roles & Responsibilities of NCBPA Board Members 
Provided below are roles and responsibilities for NCBPA’s Board of Directors that have been 
established since 2014 and continue to evolve with each new Board group and individual member.  
Consult resources like ASAE and BoardSource for more information.  

Duties of All Board Members 
• Attend all Board and committee meetings and functions, such as special events. 
• Be informed about the association’s mission, services, policies, and programs. 
• Review agenda and supporting materials prior to Board and committee meetings. 
• Serve on committees or task forces and offer to take on special assignments. 
• Inform others about the association.  
• Advocate for the association. 
• Suggest possible nominees to the Board who can make significant contributions to the work of 

the Board and the association. 
• Keep up-to-date on developments in the association’s industry. 
• Follow conflict-of-interest and confidentiality policies. 
• Refrain from making special requests of the staff. 
• Assist the Board in carrying out its fiduciary responsibilities, such as reviewing the 

association’s financial statements. 

Chair      
Executive Committee position with two-year term.  

Guides strategic initiatives, coordinates the Board and oversees the CEO’s work. 

As the “Chief Volunteer Officer”, the Board Chair is responsible for leading the Board. This position demands 
exceptional commitment to the Association, first-rate leadership qualities, and personal integrity. The Chair 
must earn the respect of fellow Board members to be able to meet the challenges of this position. 

The Chair must be approachable and available. He or she is objective and listens actively. He or she needs to be 
a strategist, knowledgeable about the Association and Board practices, a coach, and a conciliator. Finally, he or 
she must be respected in the community.  

The Chair most commonly performs the following functions: 

• Serves as the contact point for every Board member on Board issues. 
• Sets goals and objectives for the Board and ensures that they are met. 
• Ensures that all Board members are involved in committee activities; assigns committee chairs. 
• Motivates Board members to attend meetings. 
• Facilitator of Board meetings. 
• Oversee Board and executive committee meetings. 
• Work in partnership with the CEO to make sure Board resolutions are carried out. 
• Call special meetings if necessary. 
• Appoint all committee chairs and, with the CEO, recommend who will serve on committees. 
• Assist CEO in preparing Board meeting agendas. 
• Assist CEO in conducting new Board member orientation. 
• Oversee searches for a new CEO. 
• Coordinate CEO’s annual performance evaluation. 
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• Work with the Nominating Committee to recruit new Board members. 
• Act as an alternate spokesperson for the associatioon. 
• Periodically consult with Board members on their roles and help them assess their performance. 

One of the trickiest responsibilities of the Chair is to run effective and productive Board meetings. Effective 
meeting facilitators must be able to: 

• Create a purposeful agenda in collaboration with the CEO and follow it. 
• Know how to run a less formal and productive meeting. 
• Engage each Board member in deliberation. 
• Control dominating or out-of-line behavior during meetings. 

If the Chair is not able to lead an effective meeting, it is better to delegate that task to someone else (such as the 
Vice Chair) rather than risk unproductive or boring meetings. 

The Chair has the same right to vote as other Board members. Some Chairs vote, while others abstain and vote 
only to break a tie. 

Both the chair and the CEO of the association need to support, consult, and complement each other. Both have 
their own responsibilities — the CEO manages the operational activities and the Chair leads the Board. Both 
share power in their mutual pursuit to advance the mission of the Association. To make this happen, they need 
to communicate openly and regularly. 

This partnership needs constant attention. Personalities change but the positions remain. Each partner needs to 
adapt to and cultivate the working relationship. 

Think of the CEO as the gatekeeper for the staff and the Chair as the gatekeeper for the rest of the Board. This 
helps to prevent miscommunication and allows both leaders to stay aware of each other’s needs. 

Vice-Chair 
Executive Committee position with two-year term.  

The Vice-Chair serves as “COO” of the association’s business activities and serves as Chair in absence of official 
Chair.  The Vice-Chair’s responsibilities include: 

• Attending all Board meetings. 
• Maintaining knowledge of the Association and personal commitment to its goals and objectives. 
• Carrying out special assignments as requested by the Chair. 
• Understanding the responsibilities of the Chair and being able to perform these duties in the Chair’s 

absence. 
• Understanding financial accounting for not-for-profit Associations. 
• Serving as the Chair’s backup for meetings and official engagements. 
• With the Treasurer, managing the Board’s review of and action related to the Board’s financial 

responsibilities. 
• Working with the CEO and Treasurer to ensure that appropriate financial reports are made available to 

the Board on a timely basis. 

Treasurer 
Executive Committee position with two-year term. 

Supports the association’s financial activities in a supervisory capacity, working closely with CEO. 

The Treasurer’s responsibilities include: 

• Presenting the annual budget to the Board for approval. 
• Reviewing the annual audit and answering Board members’ questions about the audit. 

mailto:Info@BuildingNC.org
mailto:Info@BuildingNC.org
mailto:Info@BuildingNC.org
http://www.buildingnc.org/
http://www.buildingnc.org/
http://www.buildingnc.org/


 
 
 

 P.O. Box 868 Raleigh, NC 27602           |          Info@BuildingNC.org           |           www.BuildingNC.org           |           919-841-6207          |          Page 3 of 5 

 
BOD Roles & Responsibilities 

Financial management and/or oversight. The Treasurer oversees the management of the financial affairs 
of the association.  The Treasurer has access to the association’s QuickBooks and bank accounts and is an 
authorized signatory for legal and financial documents, such as tax returns.  The Treasurer should be 
knowledgeable about who has access to the association’s funds and any outstanding bills or debts owed. In the 
absence of the CEO, the Treasurer is responsible for day-to-day financial activities of the association.  The 
Treasurer should review key financial metrics and reports monthly to ensure the association’s ongoing solvency 
and oversee the development of the association’s financial policies. Helpful policies to consider include check 
signing authority, expense reimbursement, credit card usage, and petty cash policies, if applicable. 

Budgets. The Treasurer will work with the CEO to develop the association’s annual budget and make updates 
throughout the year.  Prior to the start of the new fiscal year, the Treasurer will present the budget to the rest of 
the Board of Directors for discussion and a vote of approval.  The development of a budget that supports the 
association’s goals and drives decision-making is an important part of an association’s success in effectuating its 
mission. As needed, the Treasurer will approve large transactions and perform audits of the association’s 
financials to ensure proper oversight.  As needed, the Treasurer may consult with the association’s outside tax 
attorney/CPA. 

Reports. The Treasurer should have thorough knowledge and understanding of the association’s financial 
reports and important financial metrics. The Treasurer should keep the Board apprised of key financial events, 
trends, and concerns, and assessments of the association’s fiscal health. The Treasurer is also responsible for 
ensuring the completion of required financial reporting forms (including the IRS Form 990 completed by the 
association’s outside tax attorney) in a timely manner and making these forms available for the Board’s review. 

Financial Liaison. A skilled Treasurer should be able to translate financial concepts and information for Board 
members who do not have financial backgrounds or substantial financial experience. The Treasurer should spend 
time learning the particulars of the association’s finances and the applicable laws, which may include laws related 
to earned income, the unrelated business income tax, appropriate expenditures, and prudent investments. The 
Treasurer can be most effective to the Board when they are facilitating and encouraging the Board’s strategic 
thinking about the short- and long-term financial vitality of the association in relation to its advancement of the 
association’s mission. 

Ultimately, while financial management is the primary focus of the Treasurer, the entire Board shares the 
responsibility of financial oversight and accountability. 

Tips for Being an Effective Treasurer 

• Develop and enforce strong internal controls and financial management policies 
• Ensure accurate and complete financial reporting and proper maintenance of financial records and 

information/tax returns 
• Regularly assess risks and whether and how such risks should be mitigated 
• Keep a calendar of filing requirements and deadlines and have clear assignments (with backups) to help 

ensure they are all met in a timely manner 
• Have the Association’s financials audited whenever required or advisable 

Traps to Avoid 

• Neglect to wisely limit access to and control of the Association’s funds 
• Fail to keep and share with the Board accurate and timely financial records 
• Treat the Form 990 merely as a financial report and not a critical marketing communication 
• Give legal or tax advice to donors about the deductibility of contributions 
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Secretary 
Executive Committee position with two-year term. 

The Secretary plays a critical role in fostering communication and ensuring proper management and utilization 
of important Associational records. Generally, an Association’s bylaws will set the duties of the Secretary, 
however, duties may change from time to time as may be assigned by the Board. A Secretary will be most useful 
to an Association when his or her role is shaped to meet the unique structure and needs of the Association, rather 
than filling a standard job description. 

The Secretary’s responsibilities include: 

• Coordinating and attending all Board meetings. 
• Conducting Board surveys, polls and electronic votes. 
• Ensuring the safety and accuracy of all Board records. 
• Taking Board meeting minutes and review minutes at the start of each Board meeting. 
• Assuming responsibilities of the Chair in the absence of the Board Chair and Vice-Chair. 
• Providing notice of meetings of the Board and/or of a committee when such notice is required. 

Typically, the Secretary should be equipped to handle the following matters: 

Communication – A Primary Role of the Secretary 

The Secretary is an active conduit for communication between the Board, management, and members (if any), 
by giving proper notice of any meetings and timely distribution of materials such as agendas and meeting 
minutes. The Secretary should be knowledgeable of the Association’s records and related materials, and should 
be able to provide advice and resources to the Board on relevant topics at issue, such as particular governance 
matters being addressed at a meeting or a new amendment to state corporate law, for example. The Secretary 
should aim to be helpful to the Board as they discharge their fiduciary duties. 

Scheduling, Notice, and Materials 

The Secretary is tasked with knowing and complying with notice requirements and scheduling meetings to 
accommodate the directors. Notice requirements can be particularly important and should be complied with 
strictly, as improper notice can open the Association up to challenge. The Secretary is responsible for scheduling 
Board meetings and should ensure an adequate number of meetings are held per year, in accordance with the 
Association’s bylaws. Generally, a Board can more efficiently and effectively hold a Board meeting when the 
Secretary prepares and sends meeting materials far enough in advance of the meeting for each director to review 
such materials, correct any errors, and prepare questions and comments. 

Minutes of Meetings 

The Secretary is also charged with recording minutes of meetings. Minutes are an important Associational 
document and provide a memorialized chronology of key information such as Board actions, elections of officers 
or directors, and certain reports from committees and staff. Meeting minutes can have vital legal significance in 
an IRS examination and as evidence in courts if, for example, someone challenges the validity of certain actions 
or positions. The Secretary should be well-equipped to record accurate minutes and be aware and sensitive to 
any special or confidential information discussed at a meeting.  

Maintenance of Corporate Records 
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As the custodian of the Association’s records, the Secretary is responsible for maintaining accurate 
documentation and meeting legal requirements, such as annual filing deadlines. It may be helpful for the 
Secretary to have a calendar of filing deadlines, which may include a filing with the corporation’s Secretary of 
State, the Attorney General, the state tax agency, and the IRS. The Secretary is responsible for reviewing and 
updating documents as necessary and ensuring all documents are safely stored and readily accessible for 
inspection by directors and/or members.  

The Secretary position has wide-ranging responsibilities, requiring much more than simply being present at all 
Board meetings. These duties likely will increase if the corporation has a voting membership structure, which 
requires additional notice procedures and voting. Each Board should carefully consider how the Secretary can 
best serve their Association. 

Tips for Being an Effective Secretary 

• Develop and distribute a Board calendar before the start of each year 
• Understand what to record and what not to record when taking minutes 
• Maintain a Board binder containing the governing documents, key governance policies, minutes of Board 

meetings, and written consents 
• Consider using appropriately secured electronic storage of key documents as a backup 
• Ensure adequate comparability data is attached to Board actions which rely on such information (e.g., for 

purposes of getting a rebuttable presumption of reasonableness) 

Traps to Avoid 

• Noncompliance with provisions in the governing documents and applicable law for giving notice of 
meetings, sending and receiving electronic communications, nominating and electing directors and 
officers 

• Recording minutes as if they are transcripts of the meeting 
• Recording executive session discussions in meeting minutes that will be open to inspection to all 

members 
• Storing minutes and other sensitive documents without adequate security 

Board Member  
(Up to 7 positions available)  

One-year term. 

General position that allows the Board member to work in a variety of existing areas or new ones. 
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