
 
 

 
 

Duties of Elected Officers of the Best Friends Network Advisory Council 
 

Chairperson – The Chairperson shall be responsible for facilitating meetings 
and ensure the Council is working together toward its goals, mission, and vision. 
He/she is responsible for creating agendas based on current issues of the 
Council and topics from previous meetings.  
 
Vice Chairperson – The Vice Chairperson shall assume the duties of the 
Chairperson, Secretary, and Treasurer in his/her absence. He/She is responsible 
for ensuring that Network Volunteer Advisory Council projects and programs are 
assigned to the appropriate committee.  
 
Secretary – The Secretary’s duty is to take notes of the meetings and assist the 
Chairperson in setting the agenda. He/she is also responsible for distributing 
meeting agendas to members. He/she must have good note-taking and 
organizational skills.  
 
Treasurer – The Treasurer’s duty is to keep track of the Council’s monetary 
assets. He/she reports on the Council’s finances at each meeting and is in 
charge of fundraising. 


