
Friends of the Library President – Job Description
Position Title:
President, Friends of the Library
Reports To:
Friends of the Library Board of Directors and works closely with the Library Director and Library Board (as applicable)
Position Summary:
The President of the Friends of the Library provides leadership and direction to the Friends organization, ensuring it fulfills its mission to support, promote, and advocate for the library. The President presides over meetings, coordinates board and volunteer activities, and serves as the primary liaison between the Friends group, the Library Director, and the community.

Key Responsibilities:
Leadership and Governance
· Preside over all meetings of the Friends of the Library Board and general membership.
· Provide strategic leadership and ensure the Friends’ mission, goals, and policies are implemented effectively.
· Encourage active participation among board members and volunteers.
· Appoint or approve committee chairs and ensure committees function effectively.
· Lead the organization in maintaining compliance with bylaws and nonprofit requirements (if incorporated).
Communication and Liaison
· Serve as the primary point of contact between the Friends and the Library Director or designated staff liaison.
· Represent the Friends at library events, community functions, and public meetings when appropriate.
· Communicate regularly with Friends members, keeping them informed and engaged in activities.
· Foster a positive relationship between the Friends, library staff, and the community.
Planning and Coordination
· Work with the board to develop annual goals, fundraising plans, and programs that support the library’s needs.
· Oversee event planning, membership drives, and fundraising campaigns.
· Support the Treasurer in developing and monitoring the annual budget.
· Participate in long-range planning and sustainability efforts.
Fundraising and Advocacy
· Promote and participate in fundraising efforts such as book sales, donor campaigns, or special events.
· Encourage community engagement and volunteer recruitment.
· Advocate for the library’s mission and help raise awareness of its value to the community.
Administrative Duties
· Prepare meeting agendas (in collaboration with the Secretary).
· Ensure accurate records are kept and reports are filed as required.
· Sign official correspondence and documents on behalf of the organization.
· Oversee transitions when new officers are elected to maintain continuity.

Qualifications:
· Passion for libraries, literacy, and community service.
· Prior leadership, board, or volunteer experience preferred.
· Strong organizational and communication skills.
· Ability to motivate and work collaboratively with volunteers and community members.
· Familiarity with nonprofit governance is helpful but not required.

Time Commitment:
· Approximately 5–10 hours per month, including meetings, correspondence, and event participation.
· Additional time may be required during major fundraising events or campaigns.

Term of Office:
· Typically a two-year term, renewable according to the Friends’ bylaws.

Benefits:
· Opportunity to make a significant impact on the community and support local literacy efforts.
· Develop leadership, networking, and advocacy skills.
· Recognition and appreciation from the library and community.



Friends of the Library Vice President – Job Description
Position Title:
Vice President, Friends of the Library
Reports To:
President, Friends of the Library
Position Summary:
The Vice President supports the President in leading the Friends organization and assumes the President’s duties in their absence. This role helps coordinate committees, assists with event planning and communication, and ensures smooth operations across all activities.
Key Responsibilities:
· Assist the President in overseeing Friends programs, projects, and fundraising activities.
· Serve as acting President in the absence of the President.
· Coordinate and support committee chairs to ensure progress on goals and initiatives.
· Help plan meetings and develop agendas with the President and Secretary.
· Provide input on organizational strategy, planning, and evaluation.
· Promote membership growth and community engagement.
· Participate in special events and represent the Friends as needed.
Qualifications:
· Strong leadership and teamwork skills.
· Willingness to assume responsibility and step into the President’s role when needed.
· Excellent communication and organizational abilities.
Time Commitment:
Approximately 4–8 hours per month, with more during special events.



Friends of the Library Secretary – Job Description
Position Title:
Secretary, Friends of the Library
Reports To:
President, Friends of the Library
Position Summary:
The Secretary is responsible for maintaining the organization’s records and official documents. This role ensures that meetings are well-documented, correspondence is handled efficiently, and all members are informed of decisions and events.
Key Responsibilities:
· Record and maintain minutes of all board and general meetings.
· Distribute meeting agendas and minutes to members in a timely manner.
· Maintain up-to-date records of membership, bylaws, and board contact information.
· Handle official correspondence, including notices of meetings and thank-you letters.
· File necessary forms and reports as required by the Friends’ bylaws.
· Maintain archives of organizational documents for historical reference.
Qualifications:
· Detail-oriented with excellent written communication skills.
· Ability to organize and maintain accurate records.
· Comfortable using word processing and email communication tools.
Time Commitment:
Approximately 4-8 hours per month, plus meeting attendance.


Friends of the Library Treasurer – Job Description
Position Title:
Treasurer, Friends of the Library
Reports To:
President, Friends of the Library
Position Summary:
The Treasurer oversees all financial aspects of the Friends organization. This includes managing income and expenditures, maintaining accurate financial records, preparing reports, and ensuring compliance with nonprofit financial practices.
Key Responsibilities:
· Maintain complete and accurate financial records of all receipts and disbursements.
· Prepare monthly and annual financial reports for the board and membership.
· Deposit funds and issue payments as authorized by the board.
· Prepare an annual budget in collaboration with the President and board.
· Ensure compliance with any applicable nonprofit and tax reporting requirements.
· Work with committee chairs to track budgets for events and fundraisers.
· Coordinate an annual audit or financial review when needed or required by bylaws.
Qualifications:
· Basic bookkeeping or accounting skills.
· Strong attention to detail and reliability.
· Familiarity with financial software or spreadsheets.
· Commitment to transparency and ethical financial management.
Time Commitment:
Approximately 5–10 hours per month, depending on the size and activity level of the Friends group.

