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CHC OFFICER ROLES
Chair

During their tenure, the CHC Chair leads the organization by overseeing the CHC, focusing and maintaining the work of the board, and collaborating with others to accomplish the mission of the organization. Specific duties include:

· Develop meeting agendas and lead CHC meetings, as well as Executive Committee meetings

· Monitor the progress of the CHC in all designated areas, such as strategic planning, CHC projects, member recruitment, fundraising, event management, etc.

· Empower committee leaders to manage their own work, with Chair assistance as needed

· Be available to all members with questions or concerns about the organization

· Respond to any policy or procedure violations in accordance with the organization’s bylaws

· Maintain a healthy working relationship with the County Judge and Commissioners
· Work with the Executive Committee to hold members accountable to their commitments

· Help orient and prepare the next Chair

Vice Chair

The Vice‐Chair works closely with the Chair and supplements their efforts as necessary. Additionally, the Vice‐Chair may lead specific initiatives or represent the organization in external collaborations. In some organizations, a President‐Elect fills this role and a succession plan is embedded in the board structure.

Specific duties include:

· Perform Chair duties when the Chair is unavailable

· Serve as a member of the Executive Committee

· Work with the Chair to designate their additional duties, if any

· Help orient and prepare the next Vice‐Chair

Secretary

The Secretary maintains accurate records of the discussions and actions of the organization and makes them available to all members. Specific duties include:

· Take meeting minutes and distribute via email after the meeting

· Ensure that meeting minutes are preserved appropriately to maintain the organizational history

· Maintain a working knowledge of the board’s processes and procedures and document or raise awareness as appropriate

· Serve as a member of the Executive Committee

Treasurer

· The Treasurer is responsible for understanding and representing the financial status of the organization and working with other members to make sound financial decisions on behalf of the organization. Specific duties include:

· Understand and report the financial health of the organization to the CHC
· Lead the Finance Committee, working with other members to make sound financial decisions

· Help ensure that a proper budget is approved by commissioners court and a financial audit is conducted

· Ensure that members receive and understand the financial information presented to them

· Work with the County Treasurer to adhere to county accounting practices
· Serve as a member of the Executive Committee
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