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Manitoba Library Association

Board of Directors Position Descriptions

The following position descriptions are meant serve as a guide for activities and work of individual Manitoba Library Association (MLA) Board of Directors (Board) members

For complete information about the organization and obligations of the MLA and its Board, Board members should consult the MLA Constitution, the MLA By Laws and the terms of reference for individual standing committees (see Appendix A for standing committee’s memberships).
PRESIDENT

Duties
· Chair meeting of MLA Directors and Executive members
· Organize and chair Annual General Meeting (AGM)

· Meet with Past-President and Vice-President

· Send mass communication to membership 

· Serve on Finance Committee

· Regularly update MLA Board of Directors on activities

· Liaise with other library associations as required

Deliverables

1. Conduct meeting of MLA Directors and Executive members
2. Host AGM

3. Communicate with other Manitoba library-related association on an ongoing basis, including organizing a minimum of 2 in-person meetings

4. Communicate with Past-President and Vice-President on an ongoing basis

5. Hold transition meeting with incumbent President and Vice-President within 30 days of AGM

6. Send a minimum of 2 mass communications to membership

7. Provide an activities report at each MLA meeting

8.  Report to AGM on general MLA activities and all individual deliverables

VICE-PRESIDENT

Duties

· Assume the duties and responsibilities of the President at the request, in the absence, or upon the resignation or dismissal of the President
· Revise by-laws and constitution as required

· Chair Scholarships and Awards Committee

· Serve on either of Election and Nominations or Finance Standing Committees
· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Review and revise (as required) MLA by-laws and constitution in time to be voted on at the AGM

2. Communicate with current President and Past-President on an ongoing basis and attend the transition meeting

3. Distribute scholarships and awards; update documentation as necessary

4. Provide an activities report at each MLA meeting

5. Report to AGM on Scholarships and Awards Committee activities and all individual deliverables

PAST PRESIDENT

Duties

· Chair Election and Nominations Committee

· Advise current President and Vice-president

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Provide election results for AGM

2. Communicate with other Manitoba library-related association on an ongoing basis

3. Communicate with current President and Vice-President on an ongoing basis and attend the transition meeting

4. Provide an activities report at each MLA meeting

5. Report to AGM on Election and Nominations Committee activities and all 

      individual deliverables

TREASURER

Duties
· Prepare annual budget projections

· Produce regular expenditures reports

· Manage financial accounts

· Communicate with and provide documents to MLA insurance broker, accountant and others as necessary

· Prepare documents for financial audits

· Manage CM magazine financial accounts and reporting

· Chair Finance Committee

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Provide updated budget information for each MLA meeting

2. Present budget information at AGM

3. Post updated budget documents online

4. Prepare and file charitable status and incorporation status documents
5. Ensures that insurance policy is renewed

6. Report to AGM on Finance Committee activities

7. Provide an activities report at each MLA meeting
SECRETARY

Duties

· Oversee records management and archival functions

· Organize regular MLA meetings 

· Keep records of MLA meetings

· If residing in Winnipeg, maintain MLA office space including contact with sub-tenants and attendance at Artspace board meetings
· Serve on Communications Committee

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Ensures all documents are maintained in accordance with MLA policy

2. Update records management and archives policy as required

3. Schedule meetings, book meeting space, arrange catering, and inform attendees of meeting details

4. Record, distribute and post online meeting minutes

5. Regularly check phone messages, email mail, paper mail at MLA office

6. Provide an activities report at each MLA meeting

7. Report to AGM on general activities and all individual deliverables

ADVOCACY DIRECTOR
Duties

· Chair Advocacy Committee

· Coordinate Canadian Library Month activities

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Serve on CLA Canadian Library Month committee and oversee distribution of Canadian Library Month materials and any associated promotional activities

2. Provide an activities report at each MLA meeting

3. Report to AGM on Advocacy Committee activities and all individual deliverables 
CONFERENCE DIRECTOR
Duties

· Chair Conference Committee

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Provide an activities report at each MLA meeting

2. Report to AGM on Conference Committee activities and all individual deliverables

COMMUNICATIONS DIRECTOR
Duties

· Chair Communication Committee
· Update MLA website as necessary
· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. MLA website content remains current

2. Provide an activities report at each MLA meeting
3. Report to AGM on Communication Committee activities and all individual deliverables 
FUND DEVELOPMENT DIRECTOR
Duties

· Serve on Finance Committee

· Pursue fundraising activities and/or funding opportunities to support MLA initiatives

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Provide an activities report at each MLA meeting

2. Provide Fund Development activity information for Finance Committee report to AGM 
3. Report to AGM on general activities and all other individual deliverables 
MEMBERSHIP DIRECTOR


Duties

· Chair Membership Committee

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Provide an activities report at each MLA meeting

2. Report to AGM on Membership Committee activities and all individual deliverables 
PROFESSIONAL DEVELOPMENT DIRECTOR
Duties

· Chair Professional Development Committee

· Regularly update MLA Executive on activities

· Liaise with other library associations as required

Deliverables

1. Provide an activities report at each MLA meeting

2. Report to AGM on Professional Development Committee activities and all individual deliverables 
DIRECTORS-AT-LARGE
Duties

· Serve on two standing committees

· Liaise with other library associations as required

Deliverables

1. Report to AGM on general activities 
Appendix A:  Standing Committee Memberships
	Standing Committees
	Chair
	Other Committee Members
	Minimum/

Maximum Number of Members

	Advocacy
	Advocacy Dir.
	· Director-at-Large C
	Min. 2

Max.

	Communications
	Communications Dir.
	· Secretary
	Min. 2

Max.

	Conference
	Conference Dir.
	· Director-at-Large D

· Director-at-Large B
	Min. 3

Max.

	Elections and Nominations
	Past President
	· Vice President or

· Director-at-Large A 
	Min. 2

Max.

	Finance
	Treasurer
	· President

· Fund Development Dir.

· Vice President  or Director-at-Large A
	Min. 4

Max.

	Membership
	Membership Dir.
	· Director-at-Large C
	Min. 2

Max.

	Professional Development
	Professional Development Dir.
	· Director-at-Large D


	Min. 2

Max.

	Scholarships and Awards
	Vice President
	· Director-at-Large A

· Director-at-Large B
	Min. 3

Max. 5


Note:  assignments of Directors-at-Large are arbitrary.
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