



Beth El Board – Officer Job Descriptions                             Trustee (buildings portfolio)


BOARD OF TRUSTEES POSITION DESCRIPTION

POSITION: Trustee (buildings portfolio)
Duties and responsibilities:
In accordance with Beth El’s Constitution, Article V, Section A.1:

“The management and administration of the affairs of this Congregation shall be vested in a Board of Trustees who will be elected by the Congregation, except for the Sisterhood Representative, Men's Club Representative, and the Past President.  The Rabbi shall serve as a non-voting ex-officio member.  The Board of Trustees shall consist of 19-20 voting members…”

Additionally, per Article V, Sections B & C:

“The Board of Trustees shall be charged with and assume control of all of the property of the Congregation; shall designate the bank or banks wherein the funds of the Congregation shall be deposited; shall be responsible for all expenditures and disposals of Congregational funds and property, but shall not invest any of the funds of the Congregation in any investments which are not legal for savings banks in the state, except purchase of Israel bonds will be permitted, nor set aside any funds which would avoid the necessity of the President and Treasurer signing withdrawal vouchers or checks against it.  The Board of Trustees shall not make any non-budgeted contract exceeding five thousand dollars ($5,000) without authorization of the membership, unless, in the Board's opinion, either the health and/or safety of the membership requires such expenditure.  In such an event, the Board shall make a full report to the membership.  Expenditures in accordance with an approved operating budget shall be considered as approved by the membership.  The Board of Trustees shall not make any increase in dues, assessments or charges in excess of ten (10) percent of the amount budgeted without authorization of the membership.

“The Board of Trustees shall make such rules and regulations to be known as By-Laws, consistent with this Constitution, as it deems advisable, for the proper conduct of its meetings and for the furtherance of the general purposes of this Congregation.”

Article V, Section L.1 stipulates:

“Attendance at all Board meetings is required of all Board Members.  Anticipated absence or unexpected absence shall be reported to the President.  Should a Board Member be absent from four (4) consecutive regular Board meetings, or six (6) Board meetings in any twelve month period, that Board member shall be deemed automatically removed from the Board without the need for further action.  Exceptions to this provision may be made at the discretion of the Board upon good cause shown by the Board member in question.  In case of removal, a successor Board member shall be elected in accordance with the provisions of Section I of this ARTICLE.”
Trustees may have to attend other meetings in order to maintain the level of communications needed to fulfill the responsibilities of their respective portfolio assignments.  Moreover, per Article V, Section N, each Trustee must serve on a Beth El committee.

Per The Beth El Constitution, Article V, Section K, there are no specified term limits for trustees.  
Each Trustee shall have a portfolio of specific responsibilities.  The Trustee portfolios are:

· Buildings

· Communications

· Education

· Financial oversight

· Grounds

· Insurance

· Leadership development

The Trustee (buildings portfolio) serves as Beth El’s facilities coordinator and is responsible for identifying Beth El’s physical plant custodial services, facility maintenance, upkeep and renovations (other than major expansion projects). This Trustee will have primary administrative responsibility for employing custodial staff and negotiating contracts with outside service providers for repairs, improvements and custodial services beyond the capabilities of the in-house staff.  The Trustee (buildings portfolio) is also responsible for overseeing Beth El’s utilities services:

· Electricity
· Gas

· Security

· Sewerage

· Telecommunications

· Waste disposal

· Water

The buildings under the Trustee (buildings portfolio) include:
· 50 Maple Stream Road

· Sanctuary

· Multifunction room

· Kitchens and associated areas

· Administrative suite and contiguous areas

· Zaitz Education Wing

· Inter-building hallway

· All outdoor storage sheds

· 49 Maple Stream Road – Rabbi’s parsonage 

The Trustee (buildings portfolio) shall maintain a database (Excel workbook) listing all of Beth El’s building service and utility providers (Company name, address, service/utility provided, point of contact, telephone number, email address, website address). The Trustee will provide the Office Manager (OM), VP Administration (VPA) and President with current versions of this database.
Liaisons:

The Trustee (buildings portfolio) supports the VPA and the OM. The VPA has overall responsibility for buildings and grounds and Beth El staffing. The OM has direct operational authority over the janitorial staff.  Facilities scheduling and multi-purpose room rentals are the responsibility of the scheduling coordinator who supports the Trustee (buildings portfolio).  The Trustee liaises with the Maple Stream Preschool (MSRPS) Co-Directors to ensure that the spaces used by MSRPS are well maintained and meet any requirements set by state and other regulatory and certification agencies.
The Trustee (buildings portfolio) provides the VPA with budget recommendations for line items: 

· 8201 (B & G Custodian Salary)

· 8203 (B & G Electricity)

· 8204 (B & G Gas)

· 8205 (Water & Sewer)

· 8206 (Waste Removal)

· 8209 (B & G Building maintenance, General)

· 8210 (B & G Major Repairs)

· 8215 (B & G Repair Rabbi House)

· 8307 (ADM Office Repairs)

· 8311 ADM Telephone Expense

· Building security service

The Trustee will liaise with the Trustee (grounds portfolio) for line items 8209, 8210 and 8215. In support of the VPA, the Trustee (buildings portfolio) has primary line item cash flow management for the budget items listed above.
In coordination with the VPA, the Trustee (buildings portfolio) advises the President on all matters regarding the condition and safety of Beth El’s physical plant.
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