Role Descriptions For At The Oullet, Inc. Advisory Board Members

The Following provides a general overview of the roles ond responsibiities for
advisory board members serving At The Outlet, Inc. Please note that these are
volunteer positions, not Paiol roles, requiring a minimum two-year commitment. This
list outines key responsibilities and expectations but is not exhaustive, as duties may
evolve to meet the organization's needs and goals. Advisory board members play a
vital role in supporﬂna our mission to inspire hope, Foster creative expression, and

contribute to the well-being of youth in our community.

Roles that appear vacant may be in transition due to personal or business-related
issues. I you are interested in servinﬂ in one of these capaciﬁes, Pleaee comple’re

an inguiry Form to be considered for the position.

CEO and President

The CEO and President Provides overall strategic vision and leadership For At The
Outlet, Inc. This role involves overeeeing the organizaﬁon's opera‘rions, guiding
program developmen’r, and ensuring dlignment with the mission Responsibilities

include:

° Kepresenﬁng the or‘ganiza-l-ion in Pulalic, communi+y, ond Par+ner engagemerﬁs.
® Driving Punalraic;in@ donor relations, and strategic partnerships.
° Ensur‘ir\a comPIiance with nonPrOPH' laws and reﬁulaﬁons.

® Supporting the Board in achieving goals ond objectives.

Executive Director/Vice President (VP)

The Executive Director/VP euPPorJre the CEO in manaaing the nonproPiJr’s
day—+o—c|ay operations and Provides leaderehip For implementing key initiatives.

Responsibiities include:


https://forms.gle/VFxGX9CaY3Q1w9NH8

® Assisting with strategic planning ond program oversight.
° Coordinaﬂng board meetings, presentations, and communication.
® Acting as a lidison between the Board, staff and community.

® Overseeing volunteer recruitment and management.

Sec;r'e+ary

The Secretary ensures effective communication within the Board and keeps

accurate records of al meetings and decisions. Responsibiities include:

® Preparing meeting agenclas and c|i9+rilou+in3 minutes.
e Moaintaining organizational documents and records.
® Ensuring adnerence to nonpro?i’r governance standards.

e Assisting with corresponder\ce and record—KeePir\g.

Security and Facilities Advisor

The Security and Facilities Advisor oversees the 9aPe+y and llunc+ionali+y ofF
venues, ensuring secure ond suitable environments for programs and events.

Responsibiities include:

® Assessing and implementing 9aPe+y protocols For al Facilities and activities.
° Coor'dinaﬁng maintenance and Facilier improvements.
° Aclvising oh venue selection For events and programs.

® Monitoring compliance with sa£e+y regulations.

Aalvisory Board Council Member

Council Members Provide ineiaht experﬁee, and men+or9hi|9 to 9uppor+ the 3row+h

of At The outlet, Inc. Responsibilities include:

° OH:er‘ing guidance on strategic planning and organizational developmenf



® Supporting ?undr‘ai';ir\g compoaigns and advocacy efforts.
° Sharing experﬁse in speciﬁc areaos like arts, education, or business.

° A++ending quarterly board meetings and serving on committees.

CommunHy Outreach Liadison

The Communier Outreach Lidison fosters relaﬁonships with local or‘aanizaﬂons,

schools, and community members. Responsibiities include:

° Building partnerships to support programs and events.
° Servir\a as a epokesperson For At The outlet, Inc. at communi+y events.
° |den+i£ying opportunities For community engagement.

® Supporting marketing ond promotional efforts.

Juhior Board Member

Junior Board Members represent youth perspectives and assist in program

developmen+ +ar‘ae+ed at younger audiences. Responsibiities include:

° Providir\g input on program ideas and implementation.
° Servina as you-l-h ambassadors o Pr‘omo+e At The Outlet's mission.
® Supporting outreach initiatives among peers ond networks.

® Assisting in planning anhd volunteering For events.

Homeschool Outreach Liaison

The Homeschool Cutreach Licison laridges connections with homeschoolinﬁ Lamilies

and networks. Responsibiities include:

° Promoﬁng At The Outlet's homeschool programs and events.
® Acting as a resource For homeschooling Foamilies to access the

organization's oﬁler‘ings.



Developing Par‘+ner9hipe with local homeschool groups.

Collaboration with homeechool—speci?ic events and trips.

Treasurer

The Treasurer ensures Financial accountobility and transparency Lor At The

Outlet, Inc. Responsibilities include:

Managing budae+9, Linancial reports, and audits.
Moritoring expenses and income For complionce with nonpr‘of—ﬁ requlations.
Aclvising oh Punclmieing strategies aond Financial plonning,

Proviciing quar-terly upcla’res to the Board on financial health.

Markeﬁng and Public Relations Advisor

The Marketing aond Public Relations Advisor develops and executes strategies to

ampliP\/ the visibili*r\/ ond reach of At The Outlet, Inc, ensuring the organization's

mission resonates with diverse audiences. Responsibiities include:

Cr‘aﬁﬂnﬁ and overseeing mar‘keﬂng compaigns to promote programs, events,
ond initiatives.

Establishing partnerships with TV, radio, newspapers, bilboards, and other
mass media outlets to secure advertising opportunities.

Manaaing social media presence and creating engaging content across
platforms,

Collaborating on bronding strategies to maintain a consistent and impacttul
imoge.

Assisting with public relations effForts, including drafting press releases and
coordinating media coverage for key events.

Monitoring campaign ebkectiveness ond adjusting strategies to optimize

impach.



Funclraisinﬁ Coordinator

The Fur\draising Coordinator drives the Financial 9u9+ainalaili+\/ of At The outlet, Inc.

by Ieaoling Punalr-aic;ina efforts and Poc,:+ering donor relationships. Responsibiities

include:

Planning and executing -Punclr‘aisinﬁ compaigns ond events.

IdenJril:yinﬁ and cultivating potential donors, sponsors, and grant opportunities.
Developina <;+r'a+eaie<; to achieve annual Punclr'aisinﬂ aoals.

Managjng donor communications and ensuring recognition for contributions.
Collaborating with the board to dlign fundraising efforts with organizational

Priori‘ries‘

Athletic or SPor'-l's Outreach Lidison

The Athletic or Spor‘Jr«; Outreach Liaison connects At The Outlet, Inc. to «;Por‘-hs

communities, emphasizing physical Fithess and Ieadershlp developmerﬁr thirough

athletics. Responsibiities include:

Creating and promoting sports-based prograoms to support ATO's mission.
Buildina partnerships with local sports organizations and community
stokeholders.

Coordinating athletic events, such as clinics, Field days, and tournaments.
Advocating For the role of sports in Fostering teamwork, discipline, and
positive behaviors.

Assisting with Fundraising eFForts For sports initiatives and identikying

sponsor«;hip oppor+ur\i+ies.




Compliance and Regulation officer

The Complionce aond Regulation officer ensures that At The Outlet, Inc. adneres to
all legal, regulatory, ond organizational standards, saPeﬂuarclir\g its operations and

reputation. Responsibilities include:

® Monitoring aond ensuring compliance with local, state, and Federal laws,
includina 50(c)3) nonpr‘o-FH' requirements.

® Maintaining accurate and up-to-date organizational records, inc|udina licenses,
permits, and certifications.

® Assisting with the preparation and submission of annual reports, tax Fiings,
and audits.

® Advising the board on legal and regulatory updates relevant to nonprofit
operations.

e Implementing and maintaining internal policies to promote accountobiiity and
transparency.

° Coordina’ring with external legal or regulatory advisors as needed.

Grant and Development Coordinator

The Grant and Development Coordinator is responsible For securing Punclinﬂ and
resources to sustain and expand At The Outlet, Inc’s progroms and initiatives. This
individual focuses on grant writing, donor engogement, and Pos’rering partnerships

to enhsure Financial growth Responsibilities include:

® Researching and identifying grant opportunities that dlign with the
organization's mission and geals.

® Writing and submitting compelling grant proposals and applications.

e Cultivating relationships with potential and existing donors, sponsors, and
Punding organizations.

° Coor‘dil’laﬂhg in-kind and monetary donation compaigns.

® Maintaining accurate records of gronts, donations, and Fundina sources.



° Collalaor‘aﬁng with other board members +o strategize and implement
Pundr‘aisinﬂ initiotives.
° En;urir\g compliance with gr‘arﬁ requiremen+«; and Pr‘epar‘iﬂg necessary

reports For Funders.

Volunteer Coordinator

The Volunteer Coordinator recruits, organizes, and supports individuals who
generously dedicate their time to At The Outlet, Inc’s sponsored events and
initiatives. This role ensures that volunteers are engaﬂecl, well-informed, and

eH:echively contribute to the success of ATO events. Responsibilities include:

Recruiting volunteers through outreach efforts, social media, and community
hetworks.

Coordinating volunteer par-ticipation For ATO-sponsored events, including
decor, set design serving hosting setup/teardown, and other key roles.
Assighinﬂ volunteers to specigic tasks such as as«;i;ﬂna at the First aid
booth, supervising gomes, or a-H'endina ac+ivi+y stations.

Maintaining a datobase of volunteers, tracking availabiity and interests.
Providing training and guidance to ensure volunteers understand their roles
and responsibilities.

Acting os the primary point of contact for volunteers during events,
addressing any questions or concerns.

Recoghizing and appreciaﬁnﬁ volunteers For their contributions to ATO's
missioh.

Ensuring that volunteers undergo and pass background checks and/or have

a valid Az Fingerprint Card.



