OUT LOUD CHORUS

Position Description: PRESIDENT
As a member of the Board of Directors, the President is a fiduciary of public trust and public funds. It is the duty of this Board to protect the safety and civil rights of constituents (Chorus members and audience) and Out Loud Chorus’ money, tax-exempt status and reputation.

As described in the Out Loud Bylaws, Board of Director duties are to:

· Develop policy and administrative programs

· Manage the financial integrity of the chorus

· Hire, supervise and dismiss personnel

· Evaluate programs and services of the chorus

· Maintain dialogue with chorus members and general public

· Refer items to the chorus for a decision when necessary

· Coordinate all standing and ad hoc committees

· Keep detailed records on areas of responsibility including, but not limited to, contracts, procedures, budges and committee updates

· Develop, research, present and promote the long-term goals of the chorus

· Call an annual meeting. In addition, report to the membership as necessary

· Delegate additional responsibilities as appropriate

Specific duties of the President include:

· Attend Board meetings as a voting member and chair

· Membership and chair of the Executive Committee

· Coordinate visionary and long-term planning

· Organize annual member meeting and report, and town meetings as needed

· Facilitate communications between membership, Board, and Artistic Director

· Oversee the non-musical aspects of rehearsals

· Be available to membership to discuss current problems or issues

· Authorized signer on checking account

· Keeper of the keys for rehearsal space, meeting space, post office box

· Oversee 501(c)3 status

· Coordinate annual Board retreat

OUT LOUD CHORUS

Position Description: TREASURER
As a member of the Board of Directors, the Treasurer is a fiduciary of public trust and public funds. It is the duty of this Board to protect the safety and civil rights of constituents (Chorus members and audience) and Out Loud Chorus’ money, tax-exempt status and reputation.

As described in the Out Loud Bylaws, Board of Director duties are to:

· Develop policy and administrative programs

· Manage the financial integrity of the chorus

· Hire, supervise and dismiss personnel

· Evaluate programs and services of the chorus

· Maintain dialogue with chorus members and general public

· Refer items to the chorus for a decision when necessary

· Coordinate all standing and ad hoc committees

· Keep detailed records on areas of responsibility including, but not limited to, contracts, procedures, budges and committee updates

· Develop, research, present and promote the long-term goals of the chorus

· Call an annual meeting. In addition, report to the membership as necessary

· Delegate additional responsibilities as appropriate

Specific duties of the Treasurer include:

· Attend Board meetings as a voting member

· Member of the Executive Committee

· Propose policies and procedures for financial transactions

· Oversee the formation of a budget for the next fiscal year

· Maintain financial records and compile financial reports for presentation to the Board

· Collect dues in compliance with Board policy

· Pay bills according to budget and Board policy

· Make deposits, maintain checkbook and reconcile bank statements

· File income tax returns and payroll tax filings as appropriate

· Assess financial health of Out Loud Chorus and make recommendations to the Board

· Provide financial data for 501(c)3 compliance

· Authorized signer on checking account

· Keeper of the keys for rehearsal space, meeting space, post office box

· Check post office box

OUT LOUD CHORUS

Position Description: SECRETARY
As a member of the Board of Directors, the Secretary is a fiduciary of public trust and public funds. It is the duty of this Board to protect the safety and civil rights of constituents (Chorus members and audience) and Out Loud Chorus’ money, tax-exempt status and reputation.

As described in the Out Loud Bylaws, Board of Director duties are to:

· Develop policy and administrative programs

· Manage the financial integrity of the chorus

· Hire, supervise and dismiss personnel

· Evaluate programs and services of the chorus

· Maintain dialogue with chorus members and general public

· Refer items to the chorus for a decision when necessary

· Coordinate all standing and ad hoc committees

· Keep detailed records on areas of responsibility including, but not limited to, contracts, procedures, budges and committee updates

· Develop, research, present and promote the long-term goals of the chorus

· Call an annual meeting. In addition, report to the membership as necessary

· Delegate additional responsibilities as appropriate

Specific duties of the Secretary include:

· Attend Board meetings as a voting member

· Member of the Executive Committee

· Take minutes at Board Meetings and distribute for revision prior to the next meeting

· Make available Board Meeting minutes for the membership

· Maintain Bylaws incorporating Board approved revisions

· Maintain correspondence, newsletters, contracts town meeting minutes, and audio/video recordings for the historical record

· Authorized signer on checking account

· Track items for action and/or follow up

OUT LOUD CHORUS

Position Description: ARTISTIC DIRECTOR
As a non-voting member of the Board of Directors, the Artistic Director is a fiduciary of public trust and public funds. It is the duty of this Board to protect the safety and civil rights of constituents (Chorus members and audience) and Out Loud Chorus’ money, tax-exempt status and reputation.

Specific duties of the Artistic Director include:

· Hold placement auditions for new chorus members and notify the Membership Chairperson of the results of the auditions

· Conduct the Chorus in all performances and rehearsals. The Director’s attendance is expected at all performances and the rehearsals before the performances. The Director will give 2 weeks notice of expected absences to the Board of the Chorus, and will find a substitute for such times

· Recommend an annual performance schedule to the Board for approval

· Assist the Board in appointing an Assistant Conductor, Principal Accompanist, Assistant Accompanist, Section Leaders, and Sign Language Interpreter, if applicable

· Work with the Treasurer and Board to develop an annual budget

· Work with the Librarian in the purchasing and distribution of music for rehearsals

· Work with the Music Advisory Committee for the selection of music

· Work with the Board and general membership to determine long-range goals

· Work with the Secretary and Board to maintain a good working relationship with GALA Choruses and other choruses within the GALA network

Perform related work as assigned by the Board

· OUT LOUD CHORUS
Position Description: PRINCIPAL ACCOMPANIST

The Principal Accompanist is hired by the board with the advice and consent of the Artistic Director. The Principal Accompanist reports to the Artistic Director.

Specific duties of the Principal Accompanist include:

· Be able to proficiently play the piano music for scheduled rehearsal, sectionals, and concerts

· Find a substitute when absent

· Work with the conductor and section leaders to fulfill the needs of the chorus

