
Impact100 Philadelphia 
Open Board Positions, July 1 2015 – June 30, 2017 
 
 

Vice-President 
  

This is a one-year “on-the-job” training position for a non-board 
member interested in assuming a leadership role with Impact100 
Philadelphia.   The VP will learn about, and participate in day-to-
day operations of Impact100 with the option of assuming a Co-
President role beginning July 1, 2016. 
  
The VP will serve as a voting member of Impact100 Philadelphia’s 
Board of Directors and its Executive Committee, and will 
participate in all board-related decision-making.   Responsibilities 
include assisting Co-Presidents in the following areas: 

 
• Support Impact100’s mission as a grant-making 

organization, and ensure a consistent, fair process that 
adheres to Impact’s funding priorities and policies. 

• Participate in planning activities including programming, 
fund-raising and budgeting. 

• Participate in member engagement and recruitment, 
including attendance at Impact100-sponsored member 
programs and the Annual Meeting. 

• Support the work of the Board of Directors:  plan and 
participate in board meetings, Executive Committee 
meetings, Co-Presidents meetings, and retreats. 

• Participate in recruiting committee chairs and other leaders 
including FAC, FRP, Annual Meeting; and committee support 
as necessary. 

• Serve as a liaison to the Board as an ad-hoc committee 
member as needed. 



 
 
  Secretary   
 
The Secretary serves as both a member of the Board of Directors 
and the Executive Committee.   In this role, the Secretary works 
closely with the Co-Presidents, VP and Treasurer to support 
Impact100’s mission as a grant-making organization, and ensure a 
consistent, fair process that adheres to Impact’s funding priorities 
and policies.  Responsibilities include: 
 

• Serves as the liaison between Grantee partners and the 
Executive Committee regarding grantee reporting updates. 

• Working with the Co-Presidents and VP, the Secretary 
manages the master calendar, document folders, compliance 
issues and official documents of Impact100 Philadelphia. 

• Records the minutes of each Board meeting and Retreat, 
including special meetings and telephone conference calls. 

• Maintains Bylaws, Articles of Incorporation and other official 
documents, including minutes and resolutions of the Board.  

• Manages professional membership affiliations for the 
organization. 

• Plans and coordinates Board, Executive Committee and 
Retreat meetings. 

 
 
 
 

Communications Co-Chair 
  
Communication Co-Chairs coordinate Impact’s overall 
communications to members, prospective members, and our 
broader community.  In addition, they oversee activities related to 



publicizing Impact100’s grant-making and membership 
opportunities and successes.  (Technology skills or eagerness to 
learn is very helpful!) 

 
• With Board Presidents, develop key messages and publicity 

strategies for internal and external communications.  Create 
a calendar for communications and share with Board 
members at regular intervals. 

• Serve as Board liaison to, and leaders of a Communications 
Committee that supports Impact100’s overall 
communications efforts. 

• Work with other board disciplines, coordinate and ensure 
the timeliness of all Impact100 communications to members 
and non-profits.   

• Write, edit, and format e-newsletter using digital publishing 
platform (Constant Contact).  Integrate Constant Contact 
communications with website platform.   

• Assist board members with editing and writing as needed for 
print materials, website content, and blog. 

• Work with Webmaster to keep website content current and 
relevant.  

• Manage Impact’s Blog, Facebook, Twitter and Instagram 
accounts – directing the timing and content. 

• Oversee and communicate with interns and technology 
support providers. 

• Develop media contacts, write press releases and distribute 
Impact100 news to media outlets.   

  
 
 
 
 
  



Grants Co-Chair - Internal  
Liaison to Membership and FAC Leadership Team 
  
Grant review is the heart of our work as an organization.  
Managing the Grants process is divided into two roles -  Internal 
Grants Chair which manages the FAC process and serves as a 
liaison to membership and FAC leadership, and an External 
Grants Chair that focuses on building relationships with and 
communicating with our nonprofit partners.   Both roles are 
exciting and rewarding and the Grants work is often collaborative 
between the external and internal grants positions. 
 
 
The Internal Grants Chair works in partnership with the External 
Grants Chair to supervise and implement all aspects of Impact’s 
grant-making activities: 
 

• Establish an annual Grants calendar to ensure timeliness of 
grants activities. 

• Works closely with Communications to publicize grant 
opportunities and education programs. 

• Maintain SlideRoom proposal submission and review 
software. 

• Ensure a high quality grants process for both our non-profit 
applicants and Impact100 members. 

Specifically, the Internal Grants Chair manages all aspects of the 
grants process for Impact100 members:   
• Works with Co-Presidents to recruit Focus Area Committee 

leadership.  Work with Grants committee to manage 
member recruitment and assignment in the FAC process.  

• Coordinate the Letter of Inquiry and Full Proposal review 
process. 

• Provide training and support to FAC leadership team. 



• Work with Program Co-Chairs to plan and execute proposal 
evaluation training to FAC members. 

• Oversee all elements of proposal review including site visit 
and finalist selection, working closely with FAC leadership 
and Financial Review team. 

  
  
Membership Co-Chair 
  
The Membership Co-Chairs are often the first to engage and 
welcome new members to our organization. The position focuses 
on membership retention and outreach.  With a co-chair and the 
support of Board leadership, this position develops a strategy and 
implements plans for maintaining existing membership 
satisfaction and cultivating new members to Impact100. 
Responsibilities include: 

 
• Oversee outreach to new and potential members by 

organizing information sessions and other activities. 
• Respond to individual members’ questions and requests. 
• Lead efforts to enhance membership satisfaction and 

retention. 
• Work with other board members, draft content for 

membership communications. 
• Coordinate and engage members interested in volunteering 

their time and talents to Impact100 activities. 
• Manage materials to welcome members and guests at 

events. 
• Provide analysis of member retention and outreach. 

 
 
 
 


