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CHAIR OF THE BOARD  

 

The Chair of the Board ensures that the Board of Directors fulfills its responsibilities for the 

governance and support of The Overbrook Foundation.  The Chair oversees all Board affairs and 

works to optimize the relationship between Board and management.  As the leader of the Board, 

the Chair acts with the President and Chief Executive Officer, assisting him/her in achieving the 

mission and adhering to the values of the Foundation.    

 

Specifically, the Chair of the Board: 

 Is a member of the Board, is the Chair of the Executive Committee, and serves as ex-officio 

member of all committees. 

 Works with the President, helping him/her to manage the Foundation in order to promote 

its values and mission. 

 Ensures the Board functions effectively and fulfills its duties. 

 With the President, ensures that Board members receive adequate orientation at the outset 

of their membership and support throughout their tenure. 

 Chairs Board meetings as well as Executive and Governance committee meetings; calls 

special meetings as necessary.  

 With the President, determines agendas for and facilitates Board meetings as well as 

Executive and Governance committee meetings. 

 Oversees the operations of standing and ad hoc committees, appoints committee chairs, and 

supports the volunteer membership of the committees. 

 Maintains open communication with President in order to foster a productive relationship 

between Board and staff; shares agreed-upon topics and decisions from executive sessions at 

Board meetings as authorized by the Board.   

 With the Executive Committee, ensures that the Board regularly engages in program and 

organizational assessment and long-term planning.   

 Provides supervisory support to President and coordinates his/her annual performance 

evaluation. 

 Oversees search process for a new chief executive, as needed.   
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SECRETARY OF THE BOARD 

 
The Secretary of the Board is responsible for Foundation records pertaining to Board of 
Directors’ meetings, Board committee meetings, and all Board actions.  The Secretary ensures 
that corporate records are maintained and up-to-date.  The Secretary works with the 
Governance Committee to ensure that the Board regularly engages in a self-assessment process 
as a governing body.  This position is carried out in partnership and with the support of the 
Assistant Secretary to the Board, particularly with regard to record keeping.  

 

Specifically, the Secretary of the Board: 

 Is a member of the Board and serves on the Executive and Governance committees. 

 Is responsible for ensuring all records of Board actions are recorded and filed. 

 Can delegate, at his/her discretion, administrative tasks to the staff. 

 Ensures that corporate records are maintained. 

 With the President, ensures that meeting announcements and agendas are sent, minutes are 
taken and reviewed, and copies of minutes are distributed.  

 Maintains familiarity with legal documents (articles, by-laws, IRS letters, etc.) of the 
Foundation to note applicability during meetings. 

 With the Governance Committee, regularly focuses the Board's attention on matters of 
institutional governance that relate to its own structure, role, and relationship to 
management.   

 With the Governance Committee, ensures that the Board regularly engages in a self-
reflection and evaluation. 

 Assumes responsibilities of the Chair in his/her absence.  
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TREASURER OF THE BOARD 
 
The Treasurer of the Board manages the Board's review of, and action related to, the board's 
financial responsibilities.  The Treasurer ensures appropriate financial management policies are 
in place and accurate financial records are kept.  This position is carried out in partnership with 
the President and Chief Executive Officer of the Foundation. 
 
Specifically, the Treasurer of the Board: 

 Is a member of the Board and serves on the Executive, Investment and Audit committees. 

 Serves as financial officer of the Foundation. 

 Can delegate, at his/her discretion, administrative and financial tasks (apart from those 
already delineated to the Overbrook Management Corporation in the Foundation’s By-Laws 
and policy statements) to the staff and/or Overbrook Management Corporation.   

 With the Investment and Audit committees, manages the Board's review of and action 
related to the Board's financial responsibilities. 

 Ensures that accurate financial records are kept for the Foundation. 

 Ensures development and Board review of financial policies and procedures. 

 Works with the President of the Foundation and the President of Overbrook Management 
Corporation to ensure that appropriate financial budgets and reports are made available to 
the Board on a timely basis and to the public on an as-needed basis. 

 With the Investment and Audit committees, ensures the annual audit is conducted and 
reviewed and presents it to the Board. 

 Assumes responsibilities of the Chair in the absence of the Chair and the Secretary of the 
Board. 

 Can delegate to staff and/or Overbrook management certain financial and administrative 
tasks.   

 


