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                                                                                                    “Always knowing that being yourself is enough”
                                                                                                                                  P.O. Box 311141

                                                                                                                       Capitol Heights, MD  20731

                                                                                                                                    301-917-5391
                                                              www.valuableblessings.com
                                                                         Program Positions and their descriptions:
***************************************************************************************************************************
President: 
Responsible for ensuring that the Board of Directors and its members are aware of and fulfill their governance responsibilities, comply with applicable laws and bylaws, conduct board business effectively and efficiently and are accountable for their performance; presides over meetings, proposes policies and practices, sits on various committees, monitors the performance of Directors and Officers, submits various reports to the board, to funders, and to other "stakeholders"; proposes the creation of committees; appoints members to such committees; and performs other duties as the need arises and/or as defined in the bylaws; ensures that an agenda is planned for board meetings. ensures that the organization maintains positive and productive relationships with media, funders, donors, and other organizations; serves as primary spokesperson for the organization; representing the organization to the media; representing the organization on governmental or nongovernmental organizations and committees; timely and appropriate reporting of Board decisions and actions to members and/or funders and/or donors; primary point of contact to all newcomers; responsible for all  recruitment, such as mentors, volunteers and tutors; responsible for ensuring that the program is safe, secure, fun, reliable and strong; responsible for the program’s growth. The Vice President, along with the President, must sign off on all paperwork in regard to the programs. Nothing is to move forward without all Board Members’ vote.

Assistant: 

Responsible for offering personalized support to the CEO. Responsible for making travel arrangements, organizing events/engagements, running errands, managing appointments/calendar, making reservations, placing orders, answering/returning calls: screening enquiries and requests, and handling them when appropriate; taking dictation and minutes; carrying out background research and presenting findings; producing documents, briefing papers, reports and presentations; organizing and attending meetings and ensuring that CEO is well-prepared for meetings; liaising with clients, suppliers and other staff; arranging travel and accommodation and, occasionally, traveling with the CEO to take notes or dictation at meetings or to provide general assistance during presentations: 
Vice President: 

Responsible for being primary support of President; alternate point of contact to all newcomers; responsible for ensuring that everything goes accordingly; responsible for implementing new ideas for the programs’ well being; responsible for the upkeep of any and everything in regard to the program; responsible for primary networking for the programs’ well being; responsible for ensuring that the program is safe, secure, fun, reliable and strong; responsible for the program’s growth. The Vice President, along with the President, must sign off on all paperwork in regard to the programs. 
Program Assistant: 
Responsible for assigned projects from set-up to completion with minimal; researches, collects data, compiles information and assists with or prepares reports (e.g., performance-related statistical information used to make operational decisions or to evaluate program results); ensures compliance to program or operation rules, policies, and procedures, explains program/operation and institution policies, procedures, and rules; creates program/service technical or instructional manuals, guides, protocols, and/or indexes; may provide formal training, instruction, or workshops on program or service rules, regulations, processes, procedures, and compliance; may plan complete on- and off-site conferences.
Secretary:  
Responsible for taking minutes at all program meetings and/or functions; responsible for gathering Trademark information as well as any other pertinent information needed for the program to proceed in a necessary manner; responsible for gathering all program information and keeping it in tact as well as documented safely; responsible for the upkeep and arranging of all welcome packets; responsible for scheduling any activity and/or function; responsible for making arrangements for cookouts/dinners/parties etc.

Grant Writer:
Responsible for the research of grant programs and plans; research and write funding applications; conduct interdepartmental meetings to identify and prioritize project needs, coordinate and research grant preparation assignments; write or assist project managers in writing applications; edit draft applications for accuracy, completeness and clarity and submittal of all applications in accordance with grant/loan requirements; provide timely advice and information on funding opportunities, requirements and procedures; collaborates in defining and implementing project funding strategies; provide assistance in resolving issues and conflicts with funding agencies; prepare grant applications for submittal and prepare quarterly or annual reports as required by granting agencies; manage the procurement process. 
Assistant Grant Writer:
Assist Grant Writer as needed.

Research Analyst:

Responsible for researching different events, seminars, workshops and meetings for organization to be involved in for marketing, sponsorship, fundraising and partnership purposes.

Spiritual Advisor:

Responsible for leading meditation or spiritual workshops; leading in prayer before events; 
Director: of Operations: 
Responsible for the oversight and upkeep of internal matters within specified programs, particularly over those people holding positions within the business; responsible for holding members accountable for their duties and actions when representing the business. Responsible for creating and implementing program ideas.
Assistant Director of Operations: 
Responsible for assisting Director of Operations.

Accountant/Treasurer: 

Responsible for taking care of all monies coming in as well as going out in regard to the program; all dues as well as fundraisers will go straight to Treasurer once counted and signed off by President, Vice President and Treasurer; any funds that need to come from the program will have to be addressed with the Treasurer; responsible for bringing a count of all monies to all meetings; responsible for obtaining separate account for programs’ funds outside of own personal account; no-one besides the President, Vice President and Treasurer will have access to this account. Treasurer has to be willing to become bonded.
2nd Accountant:
Responsible for supporting the Accountant/Treasurer on daily tasks and understanding the whole accounting process of the business; must develop an understanding of how money is spent in the business; must pay invoices in a timely matter to late fees are not incurred.
Financial Advisor: 
Responsible for advising Accountant/Treasurer and 2nd Accountant on up-to-date financial aspects of the program; responsible for advising Account/Treasurer and 2nd Accountant on more effective accounting methods in order to improve the business.

Fundraiser Coordinator: 

Responsible for researching all activities and fundraisers for the program to participate in; responsible for bringing all necessary information on activities and fundraisers to meetings as necessary; as the Fundraiser Coordinator you have the right to say “NO” if you have done the research and feel that the program will not benefit by participating in a particular event or fundraiser; primary point of contact to anyone that is offering ideas on fundraisers or events that the program should participate in. Fundraiser Coordinator should be present during all or most fundraising events.
Assistant Fundraiser Coordinator:
Responsible for supporting the Fundraiser Coordinator on the above responsibilities and must have the ability to take over should the Fundraiser Coordinator become unable to perform his/her duties.  Therefore, the Assistant Fundraiser Coordinator must stay up to date on what’s going on and in tune with the program and its goals. Assistant Fundraiser Coordinator should be present during all or most fundraising events either with the Coordinator or in their absence.

Activity Coordinator: 
Responsible for researching all activities for the youth to participate in; responsible for bringing all necessary information on activities to meetings as necessary; as the Activity Coordinator you have the right to say “NO” if you have done the research and feel that the youth will not benefit by participating in a particular event; primary point of contact to anyone that is offering ideas on events that the program should participate in.
Assistant Activity Coordinator: 
Responsible for supporting the Activity Coordinator on the above responsibilities and must have the ability to take over should the Activity Coordinator become unable to perform his/her duties.  Therefore, the Assistant Activity Coordinator must stay up to date on what’s going on and in tune with the program and its goals.
Sports Activity Coordinator:  
Responsible for coordinating and researching athletic events and activities for the program to participate in; responsible for bringing these ideas and activities to all meetings; responsible for ensuring that these sports activities are appropriate and safe for the participants; responsible for getting proper paperwork if needed from parents/doctors from participants before participating in activities.

Assistant Sports Activity Coordinator:  
Responsible for assisting with coordinating and researching athletic events and activities for the program to participate in; responsible for bringing these ideas and activities to all meetings; responsible for ensuring that these sports activities are appropriate and safe for the participants; responsible for getting proper paperwork if needed from parents/doctors from participants before participating in activities; 

Transportation Coordinator: 
Responsible for coordinating transportation to and from activities where transportation is needed; must provide release forms if needed for participants to ride with designated drivers; must be able to effectively choose responsible drivers with clean driving records; responsible for getting the best directions to and from events/activities; responsible for having back-up drivers should the need for a substitute or additional drivers arise. Responsible for transporting children without rides to and from programs.
2nd Transportation Coordinator: 

Responsible for supporting the Transportation Coordinator on the above responsibilities and must have the ability to take over should the Transportation Coordinator become unable to perform his/her duties.  Therefore, the 2nd Transportation Coordinator must stay up to date on what’s going on and in tune with the program and its goals and work very closely with the Transportation Coordinator.

Photographer:

Responsible for being present at all activities and/or programs to capture and provide photos. 
Website Coordinator:  
Responsible for upkeep and maintenance of website; responsible for making sure all links actually link to the correct page; responsible for coming up with creative ideas to attract visitors to the website; responsible for tracking weekly visitors to the website.
Graphics Artist: 

Responsible for all creative work regarding Valuable Blessings’ website; create posters and/or flyers for advertising purposes; other duties as needed.
Youth Counselors: 
Responsible for being main contacts for participants should something arise between participants; responsible for understanding and taking the time to know the participants and know both their strengths and weaknesses; must be able to mediate arguments or discussions in a manner that teaches participants to handle situations on their own in the future; responsible for foreseeing problems/issues with participants.
Big Sisters (7):  
Responsible for mentoring the females in the program; responsible for getting to know their particular Little Sister through and through so the Big Sister can foresee any problems and work with the Little Sister on those problems before they arise; responsible for being able to discuss female-related topics of importance in an appropriate and comfortable manner.
Big Brothers (7): 
Responsible for mentoring the males in the program; responsible for getting to know their particular Little Brother through and through so the Big Brother can foresee any problems and work with the Little Brother on those problems before they arise; responsible for being able to discuss male-related topics of importance in an appropriate and comfortable manner.

