
Responsibilities of Officers  
 

Officers 
Serving as an officer of a JCC requires a commitment to provide leadership to board members 
and the JCC membership.  Upon being elected to an office, one should become thoroughly 
familiar with the responsibilities of the office.  Sources of information for new officers 
include: the JCC president, the Executive Director, the predecessors of the position, and the 
nominating committee chair or member who made the initial approach to accept the office.   
 
Every officer should be familiar with the JCC’s by-laws and policies.  Officers should set the 
highest standards in order to serve as role models for other board members.  
 

The President 
The president, nominated by the nominating committee and elected by the membership or 
the board (see JCC bylaws) is the highest officer of the JCC.  He/she is sometimes called the 
chair or chief volunteer officer.  
 
The president presides at and conducts board meetings, executive committee meetings and 
meetings of the JCC membership.   
 
The president appoints standing and special committees of the board and their chairs.  In an 
ex-officio capacity, the president is a member of all committees.  
 
The president works closely with all officers and committee chairs providing open 
communication among JCC leadership and the community. 
 
The president represents the JCC on community boards and committees and has a continuing 
responsibility to interpret the JCC’s philosophy, purposes, goals and policies.   
 
The president is the person most responsible for giving leadership and direction to the board.  
Presidents play a major part in the board’s adherence to JCC policies.  The president’s 
knowledge of the JCC and his/her skill at chairing meetings and facilities sound board 
decision making with respect to program, administration and planning.   
 

Partnership of the President and the Executive Director 
The president works in a continuous, cooperative partnership with the JCC executive director 
to ensure that both are familiar with community and JCC developments.  The president and 
the executive function as a unified planning team to carry out the JCC’s policies.   
 
The president and the JCC executive are uniquely dependent upon each other.  Each needs 
the skills and resources of the other in order to fulfill his/her own role.   
 
The partnership must be based on a relationship of mutual respect, confidence, trust, 
confidentiality, and ease.  The executive director should keep the president aware of every 
important aspect of JCC functioning.  The president should be well informed about the 
achievements and the problems of the JCC.  The president will then interpret professional 
insights and recommendations to the board and to the community.   
 



In this process of working together, the executive’s task is to help make the president’s 
leadership as effective as possible.  The unity between president and executive director 
should set an inspiring example for cooperative effort for the entire board and staff.  The 
entire JCC benefits from a harmonious combination of lay and professional leadership.   
 

The Vice-President 
Since a major responsibility of a vice-president is to assume the president’s role in the latter’s 
absence, many of the qualifications important for the presidency also apply to the vice-
president.   
 
It is important that a vice-president be kept closely advised about agency operations.  In 
addition, vice-presidents should be assigned specific responsibilities on a continual basis.   
 
In the execution of their responsibilities, the vice-presidents and the JCC executive also work 
together closely.  The vice-presidents serve on the Executive Committee. 
 

The Secretary 
The secretary’s most important function is ensuring the proper custody of contracts entered 
into by the JCC and signing of legal documents of an incorporated JCC.  In addition, the 
secretary’s function is to ensure that minutes of board meetings are taken accurately, 
maintained carefully, and distributed in accordance with JCC procedure, to communicate 
board actions to appropriate persons or groups, and to share responsibility with the president 
for the JCC’s correspondence at board level.  The president may also designate the secretary 
to present significant correspondence to the board during board meetings.  When other 
parties, such as executive or executive secretary, record the minutes, the secretary or 
designee must approve and sign the minutes.  The secretary serves on the Executive 
Committee.   
 

The Treasurer 
The treasurer usually chairs the finance and/or budget committees.  The treasurer’s major 
role is to ensure the satisfactory custody and disbursement of the JCC’s funds.  Working with 
the JCC executive, the treasurer is concerned that adequate records be maintained of funds 
received and disbursed, that there be provision for proper accounting and audit, and regular 
reporting of the JCC’s financial status to the board.  On receipt of duly authorized bills and 
vouchers, the treasurer oversees that checks are promptly and responsibility signed.  In 
addition to the executive director, the treasurer works closely with the JCC’s lead accounting 
staff.   
 
The treasurer must be comfortable with figures and accounts and bale to explain their 
meaning to board members.  The budget is described as a translation of the JCC’s program 
into financial language.  A treasurer should be able to interpret the meaning of budgetary 
concepts and dollar figures in terms of service to people.  The treasurer serves on the 
Executive Committee. 
 


