Jubilee USA Network Officer Job Descriptions
(agreed at February 8, 2005 CC retreat)

Co-Chairs
Jubilee USA Network will have two co-chairs who have the responsibility for convening and managing the Coordinating Committee along with the National Coordinator.  This includes calling meetings, setting/distributing the agenda in collaboration with the National Coordinator, and ensuring that CC committees meet and make progress on their stated goals.  This person would also play a role in organizing, setting the agenda for and ensuring follow-up on CC retreats.  The chair works with the Personnel Committee in the annual evaluation of the National Coordinator. Co-chairs also have the responsibility of being a spokesperson for Jubilee USA Network. The Network shall have 2 co-chairs rather than a Chair/Vice-Chair model. Co-chairs will also serve as spokespeople for the Network.
Once the co-chairs are elected, they will work out a division of labor with the National Coordinator based on their particular skills, interests and strengths.  There will be a clearly designated point of contact for the National Coordinator, so he will not have double the workload re: contacting both people. 
Treasurer
The Treasurer will review budgetary statements each month, consult with the National Coordinator on financial matters in a scheduled monthly meeting, and will work with the National Coordinator to address financial matters as they arise.  The Treasurer will have the responsibility for signing checks when the National Coordinator is unable. 

Secretary

The Secretary is responsible for working with the National Coordinator on the 501(c)3 application process; managing the process of gathering nominations and handling elections for the CC, managing electronic voting for the CC and Network Council, and maintaining records regarding CC members’ terms.  The Secretary is responsible for taking (or assigning someone to do so) accurate minutes of all CC meetings, business meetings of the NC, and meetings of the Executive committee. It will be the responsibility of the chair of each Standing Committee to ensure that someone takes accurate notes.  Standing Committee meeting notes should be sent to the whole CC.  Staff should keep a copy on file.
The above four officers form the Executive Committee of the CC.

