

Chair Job Description

1. Is a member of the Coalition

2. Sets tone for the coalitions work.

3. Ensures that members have the information needed to do their jobs.

4. Reports to the Coordinator.

6. Reports to the full Coalition on committee's decisions/recommendations.

7. Works closely with the Leadership Team.

8. Assigns work to the committee members, sets the agenda with the leadership team and runs the meetings. (Coordinator assures distribution of the minutes)


Vice Chair Job Description

1. Is a member of the Coalition

2. Performs Chair responsibilities when the Chair cannot be available. 
3. Reports to the Coalitions Chair and Coordinator.

4. Works closely with the Chair and other members of the coalition.

5. Participates closely with the leadership team to develop and implement transition  plans.

6. Performs other responsibilities as assigned by the coalition.

Secretary Job Description

1. Is a member of the Coalition

3. Manages minutes at coalition meeting.

4. Ensures minutes are distributed to the coordinator directly after each meeting.

5.Performs other responsibilities as assigned by the coalition.


