Arizona Association for the
ol Education of Young Children

AzAEYC Governing Board Job Descriptions

AzAEYC Governing Board Members are volunteers who are voted into office by AZAEYC
members. For more information on membership and to join: azaeyc.org/join.

What a Board Member Does: AzZAEYC Governing Board Members provide mission-based
leadership and strategic governance for the Association. Serving on the AzAEYC Governing
Board is an extraordinary opportunity for members who are passionate about AzZAEYC'’s
vision and mission, deeply committed to its values and beliefs, and skilled (or up-and-coming)
leaders.

Board Member Responsibilities:

U U e Attend 4 quarterly meetings per year. List of upcoming board meetings
S and dates included in this document.

e Contribute around 20 hours of volunteer service per year (including
attending in-person and virtual AzZAEYC meetings and events, email
correspondence, and networking in the community)

e Maintain financial accountability for the organization and act as

J trustees of the organization’s financials. Exercise due diligence to

oversee that the organization is well-managed and its financial situation
remains sound.

% e Share their expertise to ensure all of Arizona’s children, families, and
\ early childhood professionals thrive.

annual gifts that reflect that priority. So that AzEYC can credibly solicit
contributions from foundations, organizations, and individuals, AZAEYC
seeks to have 100% of Board Members make an annual contribution; the
amount is determined by each individual.

' e Areexpected to consider AZAEYC a philanthropic priority and make

Professional Criteria: Demonstrated commitment to early childhood education; knowledge
of established policy and procedures; respect for the confidential, fair, and impartial nature
of Association operations.



https://www.azaeyc.org/membership/join-azaeyc-naeyc/
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About AzAEYC: AzZAEYC is a high-performing, inclusive 501(c)(3) nonprofit early childhood
membership organization and is one of two state affiliates in Arizona of the National
Association for the Education of Young Children (NAEYC). AzZAEYC advances professional
development in our state to help teachers provide quality early learning for Arizona’s
children birth through age 8. AzAEYC’s signature projects include AZToolkit and Shared
Services Alliances, early childhood program and college accreditation, and advocacy and
public policy. For more information: azaeyc.org.



https://www.naeyc.org/
https://www.naeyc.org/
https://www.azaeyc.org/toolkit/
https://www.azaeyc.org/toolkit/
https://www.azaeyc.org/connect/arizona-naeyc-accredited-early-learning-programs/
https://www.azaeyc.org/advance-our-profession/ihe-accreditation/
https://www.azaeyc.org/advance-our-profession/advocacy-policy-arizona/
https://www.azaeyc.org/advance-our-profession/advocacy-policy-arizona/
https://www.azaeyc.org/
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Personal Criteria: Demonstrated ability to:

Work and make decisions in a close collegial relationship

e Strive for consensus within a group but take responsibility for actions based on a vote
by the quorum

e Expressindividual questions and concerns and hear the perspectives and opinions of
others
Consider information and data impartially and make rational and timely decisions
Communicate decisions effectively in written decision reports.

Board members must agree to adhere to the NAEYC Code of Ethical Conduct and Statement
of Commitment and meet the expectations defined by the description for their position on
the Board. Descriptions are provided on the following pages.



http://www.naeyc.org/files/naeyc/image/public_policy/Ethics%20Position%20Statement2011_09202013update.pdf
http://www.naeyc.org/files/naeyc/image/public_policy/Ethics%20Position%20Statement2011_09202013update.pdf
http://www.naeyc.org/files/naeyc/image/public_policy/Ethics%20Position%20Statement2011_09202013update.pdf

Arizona Association for the
ol Education of Young Children

AzAEYC Governing Board Job Descriptions

JOB DESCRIPTION: PRESIDENT
TERM OF OFFICE: 2 years

PURPOSE: The Board President is the senior volunteer leader of Arizona AEYC who presides at all
meetings of the board of directors, the Executive Committee and other meetings as required. The
President is an ex-officio member of all committees of the organization. The President oversees
implementation of policies and ensures that appropriate administrative systems are established and
maintained.

KEY RESPONSIBILITIES:

> Provides leadership to the Board, which sets policy.

> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events.

Chairs the Annual Meeting and meetings of the Board after developing the agenda with the
Board officers and committee chairs.

Facilitates the Board's role in strategic planning.

Oversees the preparation of reports, as necessary.

Appoints the chairpersons of committees, in consultation with other Board members.

Acts as official representative of Arizona AEYC.

Serves as a liaison between Arizona AEYC and the community, promotes membership, and
clarifies NAEYC and Arizona AEYC values, mission, and goals.

Serves ex-officio as a member of committees and attends their meetings when necessary.
Helps guide and mediate Board actions with respect to organizational priorities and
governance concerns.

Review with the Chief Executive any issues of concern to the Board

Monitors financial planning and financial reports.

Plays a leading role in fund-raising activities.

Informally evaluates the effectiveness of the Board Members.

Evaluates annually the performance of the organization in achieving its mission.

Performs other responsibilities as assigned by the Board.
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QUALIFICATIONS:
> Has a thorough understanding of NAEYC'’s structure and goals
> |s an active member of Arizona AEYC.
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Has a commitment to Arizona AEYC and its values; an understanding of Arizona AEYC's
objectives, organization, services and the responsibilities and relationship of paid and
volunteer staff.

Has knowledge of and influence in the early childhood community.

Exhibits ability to understand concepts and articulate ideas.

Demonstrates proven experience in a leadership role.

Has had previous successful board experience.
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JOB DESCRIPTION: PAST PRESIDENT
TERM OF OFFICE: 1 year

PURPOSE: The Past President is a voting member of the Arizona AEYC Governing Board and a
member of the Executive Committee. The Past President works to advance the mission, vision and
values determined by the organization and to uphold the by-laws adopted the organization. The Past
President oversees the on-going activities of the Nominations and Election Committee.

KEY RESPONSIBILITIES:
> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events.
> Oversees the Board Member Nominations committee
> Serves on the public policy, finance, and other committees as appropriate.

QUALIFICATIONS:
> Active member of Arizona AEYC.
> A commitment to Arizona AEYC and its values; an understanding of Arizona AEYC's
objectives, organization, services and the responsibilities and relationship of paid and
volunteer staff.
Knowledge of and influence in the early childhood community.
Ability to understand concepts and articulate ideas.
Proven experience in a leadership role.
Successful board experience.

YYVYY
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JOB DESCRIPTION: PRESIDENT-ELECT
TERM OF OFFICE: 1 year, to be elected in odd-numbered years

PURPOSE: The President-Elect is a voting member of the Arizona AEYC Governing board and a
member of the Executive Committee. The President-Elect provides continuity to the Arizona AEYC
leadership and governance.

KEY RESPONSIBILITIES:
> Prepares to assume the office of President.
> Fills the office of President should that office become vacant, and subsequently fills the office
of Board President for aregular term as is entitled to the President-Elect.
Assists the Board President in the execution of his or her duties.
Coordinates the liaison activities between the Board and local affiliate chapters.
Serves on the public policy, finance, and other committees as appropriate.
Provides a report at each Board meeting of activities since the previous board meeting.
Performs any other duties as assigned by the President.
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QUALIFICATIONS:
> Active member of Arizona AEYC.
> A commitment to Arizona AEYC and its values; an understanding of Arizona AEYC's
objectives, organization, services and the responsibilities and relationship of paid and
volunteer staff.
Knowledge of and influence in the early childhood community.
Ability to understand concepts and articulate ideas.
Proven experience in a leadership role.
Successful board experience.
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JOB DESCRIPTION: VICE PRESIDENT OF MEMBERSHIP AND COMMUNICATION
TERM OF OFFICE: 2 years, with election in even-numbered years

PURPOSE: The Vice President of Membership and Communication is a voting member of the
Arizona AEYC Governing Board and a member of the Executive Committee. The Vice President of
Membership and Communication works to advance the mission, vision and values determined by the
organization and to uphold the by-laws adopted the organization. The Vice President of Membership
and Communication oversees the on-going activities of the Membership Committee.

KEY RESPONSIBILITIES:

> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events.
Performs duties of the Arizona AEYC President and/or President-Elect in absence.
Acts as parliamentarian at the Arizona AEYC Governing Board meetings.
Assists the President in the execution of duties.
Facilitates communication between local affiliates and assists with their development and
management.
Serves as liaison between Arizona AEYC and the community, promotes membership and
clarifies NAEYC and Arizona AEYC values, mission and goals.
> Submits committee summary reports monthly and report on committee activities and
recommendations at Governing Board meetings.
Ensures activities are in place to provide communication with all members effectively.
Serves as chair of the Membership Committee and assists Conference and Nominations
Committees.
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QUALIFICATIONS:

> Active member of Arizona AEYC and Governing Board.

> A commitment to Arizona AEYC and its values; an understanding of Arizona AEYC's
objectives, organization, services, and the responsibilities and relationship of paid and
volunteer staff
Knowledge of and influence in the early childhood community.
Ability to understand concepts and articulate ideas.
Proven leadership skills.
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JOB DESCRIPTION: VICE PRESIDENT OF POLICY AND ADVOCACY
TERM OF OFFICE: 2 years, with election in even-numbered years.

PURPOSE: The Vice President of Policy and Advocacy is a voting member of the Arizona AEYC
Governing Board and a member of the Executive Committee. The Vice President of Policy and
Advocacy works to advance the mission, vision, and values determined by the organization and to
uphold the by-laws adopted by the organization. The Vice President of Policy and Advocacy monitors
all legislative and administrative policies that affect young children, their families, and early
childhood educators. The Vice President of Policy and Advocacy oversees Arizona AEYC community
events.

KEY RESPONSIBILITIES:

> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events.
> Serve as official Arizona AEYC representative regarding public policy issues, and promotes
Arizona AEYC policy positions.

> Establishes and maintains productive liaison contact with public policy officials and allied

groups.

Maintains regular communication/liaison with the Board and Affiliates.

Disseminates information on public policy through the Arizona AEYC newsletter, news

releases, and other means of communication to members and affiliates.

> Stimulates advocacy: teaches members and allied groups skills to proactively influence public
policy.

> Isinformed and engaged in public policy (legislative, regulatory)activities including coalition
efforts at the state level and through NAEYC at the federal level.

> Keeps membership up-to-date on public policy priorities for issues related to children 0-8 and
the field of early care and education.

> Provides technical assistance and training on advocacy and public policy at Governing Board
Meetings.

> Provides public policy information/education at conferences, in newsletters, and through
other member communications.

Yy

QUALIFICATIONS:
> Active membershipin Arizona AEYC.
> Interest and successful experience in public policy arena.
> A commitment to Arizona AEYC and its values
> Knowledge of an influence in the early childhood community.
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JOB DESCRIPTION: VICE PRESIDENT OF PROFESSIONAL DEVELOPMENT
TERM OF OFFICE: 2 years, with election in odd-numbered years

PURPOSE: The Vice President of Professional Development is a voting member of the Arizona AEYC
Governing Board and a member of the Executive Committee. The Vice President of Professional
Development works to advance the mission, vision and values determined by the organization and to
uphold the by-laws adopted the organization.

KEY RESPONSIBILITIES:

> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and NAEYC events.
Participates in committee work with community partners.
Coordinates AZAEYC presence at Articulation Task Force Meetings.
Identifies and promotes other state affiliate professional development work via the website
and newsletter.
> Coordinates with the AZAEYC Accreditation Chair for NAEYC’s Week of the Young Child.
> Chairs the Ad Hoc Scholarship Committee.
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QUALIFICATIONS:
> Active membership in Arizona AEYC.
> A commitment to Arizona AEYC and its values; an understanding of Arizona AEYC's
objectives, organization, services, and the responsibilities and relationship of paid and
volunteer staff
Knowledge of and influence in the early childhood community.
Ability to understand concepts and articulate ideas.
Proven leadership skills.
Successful board experience.
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JOB DESCRIPTION: TREASURER
TERM OF OFFICE: 2 years with election in odd-numbered years

PURPOSE: The Treasurer is a voting member of the Arizona AEYC Governing Board and a member
of the Executive Committee. The Treasurer works to advance the mission, vision and values
determined by the organization and to uphold the by-laws adopted by the organization. The
Treasurer maintains the financial integrity of the Arizona AEYC.

KEY RESPONSIBILITIES:

> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events.
Serves on the public policy, finance, and other committees as appropriate.
Serves as a financial officer of the organization and as chair of the Finance Committee.
Manages, with the Finance Committee, the board's review of and action related to the board's
financial responsibilities.
Works with the President to ensure that appropriate financial reports are made available to
the Board on a timely basis.
Reviews the annual audit and answers Board Members' questions about the audit.
Ensures development and Board review of financial policies and procedures.
Monitors the receipt of all money due to and held by the organization.
Ensures that all funds are properly deposited in organization's designated bank account.
Ensures that the organization maintains tax-exempt status.
Signs financial forms and instruments as necessary.

Y Y VY
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QUALIFICATIONS:
> Active membership in Arizona AEYC.
> A commitment to Arizona AEYC and its values, mission, goals, organization and services.
> Ability to understand concepts and articulate ideas.
> Understanding of financial accounting or ability to understand finances for a nonprofit.
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JOB DESCRIPTION: SECRETARY
TERM OF OFFICE: 2 years, with election in even-numbered years

PURPOSE: The Secretary is a voting member of the Arizona AEYC Governing Board and a member of
the Executive Committee. The Secretary works to advance the mission, vision and values determined
by the organization and to uphold the bylaws adopted by the organization. The Secretary maintains
official records of the Arizona AEYC.

KEY RESPONSIBILITIES:
> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events.
> Prepares and provides written minutes of Board and Executive Committee meetings to its
members in a timely manner.
Files approved minutes and maintains the official list of Board members.
Participates in fund-raising activities.
Performs any other duties as assigned by Board President

Y VYV

QUALIFICATIONS:

> Active member of Arizona AEYC.

> A commitment to Arizona AEYC and its values, mission, goals, organization and services.

> Knowledge of the early childhood community.

> Ability to understand concepts and articulate ideas.

> |s sufficiently familiar with legal documents (articles, by-laws, IRS determination letter, etc.)
to note applicability during meetings.

> Ability to record and maintain minutes and written documentation.

> Access to computer and printer.
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JOB DESCRIPTION: MEMBER-AT-LARGE
TERM OF OFFICE: 2 years

PURPOSE: The Member-at-Large is a voting member of the Arizona AEYC Governing Board. The
Member-at-Large works to advance the mission, vision and values determined by the organization
and to uphold the bylaws adopted by the organization. The Member-at-Large actively participatesin
a committee of choice.

KEY RESPONSIBILITIES:
> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events
Participates in fund-raising activities
Performs any other duties as assigned by Board President
Participates in a committee of Arizona AEYC during both years of term
Volunteers for various board projects, training events and assighnments as needed
Promotes Arizona AEYC initiatives and projects in the community

YYVYVY

QUALIFICATIONS:
> Active membership in Arizona AEYC
> A commitment to Arizona AEYC and its values, mission, goals, organization and services
> Knowledge of the early childhood community
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JOB DESCRIPTION: MEMBER-AT-LARGE, STUDENT REPRESENTATIVE
TERM OF OFFICE: 2 years

PURPOSE: The Student Representative is a voting member of the Arizona AEYC Governing Board.
The Student Representative works to advance the mission, vision and values determined by the
organization and to uphold the bylaws adopted by the organization. The Student Representative
actively participates in a committee of choice.

KEY RESPONSIBILITIES:
> Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates
in Arizona AEYC activities and events
> Participates in fund-raising activities
> Performs any other duties as assigned by Board President
> Participates in committees of Arizona AEYC during both years of term
> Volunteers for various board projects, training events and assignments as needed
QUALIFICATIONS:
> Active membership in Arizona AEYC
> A commitment to Arizona AEYC and its values, mission, goals, organization and services
> Current and active student enrolled in an early childhood degree program or a degree
program in a closely related field of study
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