
Grand Clay Club 

Board Role Descriptions 
 
 
The Grand Clay Arts Board of Directors is a group of dedicated member-volunteers who 
collectively guide the direction, operations, and community of the club. 
 
Board member qualifications include leadership skills, strong communication skills, and 
commitment to reliable availability and frequent presence in the studio. Board members serve 
two-year terms and are expected to attend monthly meetings and actively participate in club life. 
All Board members are expected to be active club members in good standing, attend monthly 
membership and Board meetings, and contribute positively to our studio community. 
 
 

President 
Leads the Board, facilitates meetings, and serves as the primary spokesperson for the club. 

Key Responsibilities 
•​ Provide direction for the club 
•​ Set agendas and facilitate monthly Board and membership meetings 
•​ Exercise general supervision of members’ adherence to club policies 
•​ Enforce club policies and procedures 
•​ Represent the club in community and partnership conversations 
•​ Coordinate communication between Board members 
•​ Support and guide other officers in their roles 

 
Ideal Qualifications 

•​ Member-in- good standing for a minimum of 3 years 
•​ Familiar with budgeting and financial reports 
•​ Prior leadership or club involvement experience 
•​ Strong communication and organizational skills 
•​ Comfortable facilitating group discussion 
•​ Good follow-through and attention to detail 
•​ Familiarity with and understanding of the club's policies, culture and values  

 
Time Commitment: 12-15 hours/month including Board meeting  
 

 



 

Vice President 
Supports the President, leads programs and events, and steps in when the President is 
unavailable. 

Key Responsibilities 
•​ Assist the President with day-to-day operations 
•​ Lead planning and execution of club events and workshops   
•​ Manage volunteer scheduling for open studios and club events  
•​ Assume presidential duties when needed 

 
Ideal Qualifications 

•​ Member-in-good standing for a minimum of 2 years  
•​ Familiar with budgeting and financial reports 
•​ Prior leadership or club involvement experience 
•​ Strong communication and organizational skills 
•​ Comfortable facilitating group discussion 
•​ Good follow-through and attention to detail 
•​ Familiarity with and understanding of the club's policies, culture and values 
•​ Positive, collaborative attitude  

 
Time Commitment: 8-12 hours/month including Board meeting  

 



 

Treasurer 

Manages club finances, tracks income and expenses, and keeps the Board informed on 
financial health. 

Key Responsibilities 
•​ Manage the club’s bank accounts  
•​ Ensure accurate collection and deposit of income streams 
•​ Issue invoices for annual membership dues  
•​ Prepare financial summaries for the Board 
•​ Prepare proposed budgets 
•​ Supervise Bookkeeper’s management of the club’s General Ledger (GL) and any 

reimbursements  
•​ Supervise Bookkeeper in maintaining accurate records of all income and expenses 
•​ Oversee point-of-sale systems  
•​ Monitor expense reports and purchases for the club 
•​ Prepare and maintain the Asset/Reserve study  
•​ Exercise general supervision of members’ adherence to club policies 
•​ Enforce club policies and procedures 

 
Ideal Qualifications 

•​ Member in good standing for a minimum of 2 years  
•​ Working knowledge of basic bookkeeping or spreadsheets 
•​ Familiarity of bookkeeping and point of sale applications (i.e. Quickbooks, ​

Square, Affinipay or similar)  
•​ Organized and detail-oriented 
•​ Experience with budgeting or financial tracking (personal or professional) 
•​ Trustworthy and transparent 
•​ Attention to detail 
•​ Comfortable overseeing Bookkeeper duties 

 
Time Commitment: 8-10 hours/month including Board meeting  

 



 

Secretary 

Keeps records, manages communications, and ensures the Board stays organized and 
informed. 

Key Responsibilities 
•​ Prepare and publish meeting agendas 
•​ Prepare, maintain and distribute meeting minutes 
•​ Maintain membership records and contact lists 
•​ Assist President in preparation and submittal of all forms 
•​ Develop and submit meeting room reservation requests to CAM 
•​ Manage and update Board calendar of events 
•​ Track action items and follow up with Board members 
•​ Maintain current club policies and procedures 
•​ Exercise general supervision of members’ adherence to club policies 
•​ Enforce club policies and procedures 

 
Ideal Qualifications 

•​ Member in good standing for a minimum of 2 years 
•​ Demonstrated leadership experience 
•​ Strong written communication skills 
•​ Organized and reliable 
•​ Comfortable with basic digital tools (email, Word, Memberleap, Google Docs, etc.) 
•​ Consistent and timely in follow-through  

 
Time Commitment: 3-5 hours/month including Board meeting  
 

 



 
 

 Member-at-Large 

Performs various tasks as assigned by the Board.   

Key Responsibilities 
•​ Accept assignments as directed by the Board 
•​ Serve as a point of contact for general member questions 
•​ Serves as Liaison to designated team leads for club operations 
•​ Exercise general supervision of members’ adherence to club policies 
•​ Enforce club policies and procedures 

 
Ideal Qualifications 

•​ Member in good standing for a minimum of 2 years  
•​ Demonstrated leadership experience 
•​ Experienced with studio policies, procedures and operations  
•​ Good follow-through and attention to detail 
•​ Positive, collaborative attitude  
•​ Patient, approachable, and helpful  

 
Time Commitment: 4-6 hours/month including Board meeting  

 


