              Assistance League® of the Triangle Area

                                                 POSITION DESCRIPTION

Title of Position:       Vice President Fundraising
Brief Statement of Chief Objective(s) of Position:

This Committee shall recommend to the Board and membership events necessary to meet the requirements of the budget.

Identify Specific Tasks of this Position:
Serve as Chairman of Fundraising Committee including the appointed chairmen of Funds & Grants, Antiques to Zippers Resale Shop Manager, and appointed fundraising events chairmen
Identify fundraising events and chairman of each event with the approval of the President

Organize and develop annual goals including a timeline for fundraising events 
Serve as liaison to each fundraising event and for each event:

Prepare a current budget with the Event Chairman


Approve expenditures for fundraising events in accordance with the budget



Insure that guidelines/policies are written for each event


Review and evaluate event to recommend future course of action

Submit budget projections of fundraising events and the Fundraising Committee to the Finance Committee

Serve as a member of the Finance Committee  

Establish and maintain Procedure Book for Fundraising
Write newsletter articles and submit information for Web Site as needed
Attend Board Meetings




Yes

 

Present Monthly Reports at Board Meetings

Yes

  
Present Monthly Reports at Regular Meetings  
Yes

 
 
Completion of Annual Report



Yes


Obtain Annual Reports of Fundraising Events, Funds & Grants, Open Your Heart and Antiques to Zippers Resale Shop Manager and submit all to President

Identify Position that Supervises/Directs this Position’s Activities:
 President
List Qualifications that Complement Fulfilling the Responsibilities of this Position:

 Organization skills 


   Some computer skills/E-mail usage
 Financial and budgeting skills           Leadership ability

 Knowledge of community resources

Date of Completion 

3/07


Date of Revision 
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

3-07
