



Beth El Board – Officer Job Descriptions                             President


BOARD OF TRUSTEES POSITION DESCRIPTION

POSITION: President 
Duties and responsibilities:

The President’s responsibilities are defined in Beth El’s Constitution, Article VI, Section C as follows:
“It shall be the function of the President to preside at all meetings of the Congregation and the Board of Trustees; to call meetings of the Board of Trustees and the Congregation; to sign all agreements, contracts, deeds and other documents for the Congregation, pursuant to appropriate resolutions by the Congregation or the Board of Trustees; to countersign all checks, vouchers, notes and entrance to the vault together with the Treasurer, as may be directed by the Congregation or the Board of Trustees, and to appoint all committee Chairpersons and ad hoc committees.  The President shall be an ex-officio member of all such committees, without the right to vote.  The President shall advise any member of the Board when, in his/her opinion, the performance or conduct of that Board member places the best interests of the Congregation in jeopardy.  If necessary, the President shall also notify the Board of his/her concern; the Board shall take any action it believes appropriate in the best interest of the Congregation, not excluding impeachment from office.”
In practice, the President is Beth El’s senior lay leader and responsible for the overall fiscal and operational performance of the synagogue.  
· As the Chairperson of the Board and of the Executive Committee, the President must be knowledgeable about Beth El’s financial state. This includes routinely reviewing Beth El’s financial data, using Quick Books online and providing fiduciary oversight to all Beth El officers with fiscal responsibilities
The President shall draft monthly reports to the Board.  These reports shall summarize significant activities and issues of overall synagogue relevance not otherwise reported by the Rabbi, cantor or Vice Presidents.  The reports will also identify items that require action from the Board.  Typically such actions are provided in the form of a motion.  Monthly reports shall be submitted electronically to the Recording Secretary (Dodi Gennello) no less than one-week before each month’s Board meeting, so that they are available for review at the monthly Executive Committee meeting.

The President is elected to a two-year term of office.  
Per Article V, Section K:

2.
The President shall serve one two-year term plus at the option of the President a one year extension for a total of three years.  The President must decide by January 15th of the second year of his/her term if he/she plans to serve as President for a third year.

Committees & working groups:
Per Article VIII Section A. of the Beth Constitution:
The President shall appoint the Chairpersons of the Standing Committees of the Congregation who shall serve at the pleasure of the President.
Beth El’s Standing Committees include:

1. 
Finance and Budget Committee:  This Committee shall present a proposed budget for the following year for approval at the May meeting of the Congregation.  It shall make periodic reviews of the financial operations and records of the synagogue and present reports of its findings to the Board of Trustees.  It shall arrange for an annual written review of the financial operations of the synagogue to be conducted by a financial professional or other qualified person. The person conducting the annual review cannot be a current member of the Board of Trustees nor review his/her own records.  This report shall be presented at the November meeting of the Congregation.  The Treasurer shall be an ex officio member of this committee.  This Committee shall report to the Vice President of Administration.

2. 
Education Committee: 


a.
The Education Committee shall consist of 13 voting members:

1.
The Chairperson (selected by the President), the Ritual/Education Vice President, the Rabbi (who serves as Principal of the Religious School), and the Religious School Director (hereinafter referred to as the School Director).

2.
Nine congregants, preferably parents with children in the Religious School, chosen by the Chairperson with the advice of the Rabbi and the School Director.  These members should, if possible, represent the range of classes in the Religious School (from Torah for Tots through Hebrew High School).


b.
The Committee shall be responsible to oversee the operations of the Religious School, which includes the Hebrew School and Hebrew High School.  The Committee shall oversee and review the school budget and all budgetary items at least quarterly.  The Committee shall annually compile and revise a school budget for the Religious School upon the submission of a proposed school budget by the School Director.  The Chairperson shall report on all of these areas to the Board of Trustees for its approval. 


c.
The Committee shall, in consultation with the Rabbi, the School Director and the Board of Trustees, be responsible to make and change curriculum and policy for the school; however, the rulings of the Rabbi on all issues of Halacha are final.  Consistent with the Rules of the Religious School, published and distributed to all parents, the Committee shall resolve situations with parents and students upon request of the School Director or the Rabbi.


d.
A parent selected by the Education Committee shall chair a Parent-Teacher Organization (PTO).  Its members shall be volunteer parents and teachers.  The PTO shall assist the Education Committee in coordinating and operating school related social and fundraising programs and shall report directly to the Committee.

3.
Ritual Committee:  This Committee shall assist the Rabbi as necessary in any religious services of the Congregation, and shall, in consultation with the Rabbi and the Board of Trustees, formulate all rules and regulations for the religious services.  It shall have the responsibility of appointing "Gabaim" and ushers for the High Holy Day services.  It shall also be responsible for the implementation of the cemetery policy.  The Rabbi shall be the final authority in all ritual matters.

4.
Membership Committee:  This Committee shall be responsible for maintaining and expanding the membership of the Congregation.  This Committee shall receive applications for membership, investigate such applications and present them for appropriate action to the Board of Trustees.  It shall also be responsible for membership orientation and retention.  The Membership Committee shall review and investigate resignations and report to the Board of Trustees.

5.
Adult Education:  This Committee shall be charged with the responsibility of developing a program of Adult Education for the Congregation.  It shall also determine the policy and formulate the rules and regulations for the administration of such a program.

6. 
Youth Commission:  This Committee shall be charged with the responsibility of developing a program of youth activities for the Congregation.  It shall also determine policy and formulate rules and regulations for the administration of such activities in consultation with the Youth leaders.

7.
House and Grounds Committee:  This Committee shall have charge of all Congregation real estate, equipment and fixtures.  It shall recommend to the Board repairs, maintenance and any alterations and additions not budgeted.

8.
Insurance Committee:  This committee shall have charge of securing adequate insurance coverage for all property and contingencies.

9.
Kashrut Committee:  This Committee shall be charged with assuring that the rules of kashrut are observed and enforced in the Synagogue.  This Committee shall have the responsibility of establishing the rules of operation of the kitchen and insuring maintenance of its facilities under the supervision of the Rabbi.

10. 
Fundraising Committee:  This Committee shall be charged with the responsibility of raising funds, other than from dues, tuition and assessments.

11.
Publications:  This Committee shall have the responsibility for issuing Congregational publications.

12. 
Financial Arrangements Committee:  This Committee shall meet in confidence with any members unable to meet their financial obligations to the Congregation.  This Committee may make alternative arrangements, considering each case on its individual merit.  The Committee shall consist of the Vice President of Administration as Chairperson, the Vice President of Membership and the Financial Secretary.  All deliberations and decisions of this Committee concerning members shall be confidential.

13.
Social Action Committee:  This Committee shall sponsor and coordinate projects that promote the Synagogue's humanitarian efforts.  Among the subjects to be considered by the committee are the direct delivery of charitable services, support of social causes impacting Jewish life, participation in secular charitable services in the local community and the raising of consciousness of Jewish life and concerns.

14.
Rabbi Liaison Committee:  This committee shall consist of six (6) members and shall help the Rabbi integrate into the Beth El community.  It shall also serve as an advisory committee and as a forum for the exchange of communication among the congregation, the Board of Trustees and the Rabbi.  Four (4) members of this committee shall be appointed by the President.  They shall consist of the President of the Congregation, a member of the Ritual Committee, a member of the Education Committee, and a non-board member in good standing.  The Rabbi shall appoint a member in good standing of the Congregation and the Board shall appoint a member in good standing of the Congregation.

15.
Nursery School Committee:  This committee shall monitor all of the operations of the Nursery School.  It shall be informed as to all financial matters so that current financial reports can be made to the Board of Trustees no less than quarterly.

Liaisons:

The President shall liaise with all of Beth El’s professional and lay leaders, identifying opportunities for improved communications and coordination of efforts amongst Beth El’s supporting organizations.
Page 5 of 5
7/4/04


