



Beth El Board – Officer Job Descriptions                             VP Programming


BOARD OF TRUSTEES POSITION DESCRIPTION

POSITION: Vice President Programming
Duties and responsibilities:

The Vice President of Programming (VPP) is responsible for providing strategic oversight for the committees listed in the following section.  In fulfilling these responsibilities, the VPP is charged with ensuring that the activities of the committees under this office are consistent with Beth El’s mission and strategic objectives.  The VPP is responsible for recruiting leadership for each of the committees that report to the VPP.  As the lay leader responsible for Beth El’s programming, the VPP shall ensure that each committee operates as prescribed under Article VIII of Beth El’s Constitution:


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.


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.

Additionally, the VPP is responsible for other Beth El organizations as listed in the following section.
As a member of the Board and of the Executive Committee, the VPP 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 the committees and in-house entities under the VPP’s authority: 

· Choir

· Mitzvah Committee

· Programming (Beth El Annual Budget, Schedule L)
· Seniors Group

· Social Action Committee

· Youth Commission (Beth El Annual Budget, Schedule J)

The VPA shall draft monthly reports to the Board.  These reports shall summarize significant activities and issues in each of the VPP’s areas of functional responsibility.  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 VPP shall attend Beth El’s monthly Executive Committee and Board of Trustees meetings.  Normally the Executive Committee meets at Beth El, at 0930 on the Sunday preceding the Board meeting.  Normally the Board meets on the second Wednesday of each month.  Deviations from this schedule are made to accommodate Jewish holidays, the needs of the majority of the members of the Board, and other considerations as may best serve the needs of the Beth El community.

The VPP may have to attend other meetings in order to maintain the level of communications needed to fulfill the responsibilities of the office.

The VPP is elected to a two-year term of office.  Per The Beth El Constitution:

Section K.
Term Limits

1. 
Each elected Officer of the Executive Committee (with the exception of President), shall be elected for a maximum of two consecutive two-year terms to the same position.  At the end of the second consecutive term the officer shall be eligible for election to any other position on the Board.  After a hiatus of two or more years, an individual may be elected to a previously held Executive position.

Should the VPP vacate the office before the end of a two-year term, the president shall appoint a VPP who shall serve until the next regularly scheduled Beth El election for VPP.  At that time, the interim VPP shall be eligible for election in accordance with the Beth El constitution, as cited above.
Committees & working groups:
The following Committees and Working Groups fall under the VPP’s responsibilities:

· Bikkur Cholim Society (Laurie Dinerstein-Kurs, Livia Meznich and Naomi Abramson) – created to visit the sick in hospitals, nursing homes and at home.  

· Choir (Janet Nagourney; Director)
· Mitzvah (Donna Kaye; Chair)
· Programming (VPP) – This committee, run at the interest or discretion of the VPP, typically schedules a number of non-fundraising themed events at the synagogue strictly for fun and to offer people to gather in the synagogue socially.  Currently, Jackie Bodin chairs this committee, assisted by Karen Richtman, Laura Brandspiegel and Leslie Kornsgold.

· Seniors (Hazak – Jackie Bodin; Chair)

· Shalom Publication/Editing (Tom Beck; Editor)

· Shalom Advertising (Steve Swallwood)

· Soccer Clinic (Harry Kaplan)

· Social Action (Susan Light; Chair)
· Youth (Jerri Blitzer; Chair)
Liaisons:

Recognizing that some of Beth El’s activities include multiple stakeholders (for example: Lunch and Learn – although primarily an Adult Education function, it is often run cooperatively with The Werner Lecture Series.  Date should be coordinated with the Ritual Committee to deconflict form other Shabbat “specials.”  Communications should be coordinated through the Communications Trustee.).  Communications coordination are a critical element of the Adult Education program’s success.  The VPP will liaise with the VP Ritual & Education for coordination of education and youth educational programming, and adult education and Hazak educational programming.
In order to plan and execute programs successfully, the VPP will have to liaise with other members of the Executive Committee, with the administrative staff (for space scheduling, set up logistics, and fund collections) the maintenance staff (for space set up), the Communications Trustee (for publicity guidance), the Treasurer (vendor payments) and the financial secretary (income receipts).

Programming is one of the major elements, along with ritual and education, that project Beth El’s identity as a community.  It’s important for the VPP to liaise with the VP of Membership to ensure that the membership committee is aware of Beth El’s many activities.
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