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Connect Marquette Board of Directors & Chair 
Responsibilities Overview 

 
 
Connect Marquette Board Members: 

● Attend monthly 1-hr scheduled meetings as established by the President 
● Drive growth & engagement through group generated marketing strategies 
● Act as ambassadors of the organization 
● Sit on at least one of the Connect Marquette Committees 

 

Executive Committee 
 
President   

● Responsible for cmqtpresident@gmail.com email account 
● Lead monthly meetings 
● Follow up on action items and hold board members accountable 
● Collaborates with Vice President to prepare and lead new Board or Director 

onboarding 
● Plan annual Board Retreat 
● Sit on Iron Range Roll committee or Conference Committee 
● Renews LSCP Contract 
● Check Signer and Cardholder 
● Approve each expense report through Asana when submitted by the Board 
● Manager Storage Unit 

o Renewal of Contract 
o Holder of Keys 

 
Vice President   

● Designated to perform the duties of the President/Chair in the President/Chair's 
absence 

● Viewed as President-elect for the following year 
● Collaborates with President to prepare and lead new Board or Director 

onboarding 
● Convene a nominating committee on an annual basis for the purpose of 

providing recommendations of Director candidates to the Board of Directors 
● Check Signer 
● Sit on Iron Range Roll committee or Conference Committee 
● In charge of the Annual Report 
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Secretary   
● Responsible for info@connectmarquette.org email account 
● Secretary will reach out with a blank agenda one week prior to Board Meetings 

requesting topics 
● Send out and print the final packets to bring to monthly Board meetings 
● Take minutes at monthly Board Meetings 
● Ensure Packets and Meeting Minutes are saved on Google Drive  
● Send all required notices and invites of meetings of the Board of Directors 
● Receive and attend to all correspondence of the Board of Directors 
● Respond to Gmail/website correspondence within one business day 
● Check physical mail that is received at LSCP  
● Report to the Board on any public correspondence monthly 
● Compile any new Board applications to make them available to the selection 

committee 
 
Treasurer  

● Responsible for cmqttreasurer@gmail.com email account 
● Have charge of the funds of the organization, except for such funds as the Board 

of Directors may designate 
● Work with the LSCP CFO to ensure that an accounting system is maintained and 

to ensure all incomes/expenses are recorded accurately and timely 
● Review general ledger and line item coding before monthly meetings and provide 

a brief overview of the financial status of the organization at each board meeting 
● Ensure all funds received for the organization are sent to the LSCP and are 

deposited in a depository designated by the Board of  Directors 
● Render financial  reports from time to time as requested by the Board of 

Directors 
● Establish a yearly annual budget and lead collaborative event known as Budgets 

& Brews 
● Check Signer 
● Approves Renewal of website License, domain name with GoDaddy, and  GSuite 

License 
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General Committee Chairs 
 
Marketing Chair   

● Responsible for cmqtmarketing@gmail.com email account 
● Oversee Marketing Committee 
● Co-lead monthly events & marketing meetings 
● Recruit committee members  
● Create and send monthly Newsletter 
● Management of Connect Marquette Social Media: 

o Update, create, and help promote events on Social Media platforms 
o Respond to messages or comments as needed and moderate conversations 
o *Anyone from the board is open to step in as needed 

● Marketing/promotional items related to the overall group and specific events 
o Create images in Canva 
o Facebook Events  
o Create events on the website 

● Responsible for submitting short write up and stats for year in review  
 
Events Chair  

● Responsible for cmqtevents@gmail.com email account 
● Oversee Events Committee and recruit committee members 
● Co-lead monthly events & marketing committee meetings 
● Coordinate First Fridays or assign a committee member 
● Oversee monthly events as planned by Board and events committee 
● Responsible for submitting short write up and stats for year in review  

 
Conference Chair   

● Responsible for cmqtconference@gmail.com email account 
● Responsible for executing the Annual Connect Marquette Professional 

Development Conference 
● Oversee Conference Committee 
● Lead monthly conference meetings April-October and follow up on action items 
● Recruit conference committee members 
● Responsible for submitting short write up and stats for year in review  

 
Iron Range Roll Chair   

● Responsible for ironrangeroll@connectmarquette.org email account 
● Responsible for executing the Annual Iron Range Roll flagship event 
● Iron Range Role liaison to the Board of Directors 
● Oversee Iron Range Roll Committee 
● Lead monthly meetings (October - June) and follow up on action items 
● Recruit Iron Range Roll committee members 
● Responsible for submitting short write up and stats for year in review  
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Volunteer Chair   

● Responsible for cmqtvolunteer@gmail.com email account 
● Lead quarterly Volunteer Committee meetings 
● Oversee Volunteer committee 
● Work with committee Chairs to identify volunteers, new volunteer opportunities, 

and to coordinate volunteer events 
○ Communicate directly with volunteers pre- and post-event 
○ Add volunteers through website/email, events and social media outreach 
○ Maintain a record of volunteers (roles, skills, involvement) 
○ Work with Chairs and e-board to determine overall volunteer #s that are 

trackable and measurable 
○ Develop ‘day of’ Gantt chart to share with event Chair and volunteer team 

● Work with Board of Directors to determine an overall annual strategy for getting 
a volunteer goal  

● Work with Conference & IRR Chair to determine volunteer outreach using the 
available data and technology 

● In charge of the annual Tom Baldini Scholarship Award 

mailto:cmqtvolunteer@gmail.com
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