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MCF Job Descriptions  

“Rarely do people fit into jobs; rather, jobs must be molded to the interests and resources of the individual. 
Job descriptions should be flexible or nonexistent. It is sometimes best for new volunteers to be able to 
carve out their jobs and then write their job descriptions after several weeks of experience.”  The Nonprofit 
Organization Handbook by Tracy D. Connors, p. 3-27 

President:  Supervise and control all of the business and affairs of the Fellowship. Preside at all meetings 
of the members and the Board. Sign, with any other proper officer(s) authorized by the Board, all 
instruments that the Board authorizes. [Currently, the president also handles non-presidential functions: 
notifies members of their impending expiration of membership; and assists with the Essay Contest.] 

Vice President:  In the absence of the president or in the event of his inability or refusal to act, the vice 
president shall perform the duties of the president. 

Secretary:  Keep the minutes of the meetings of the board. Be the custodian of the records and see that 
all notices are duly given. 

Treasurer:  Take charge and custody of and be responsible for all funds of the Fellowship. Receive and 
give receipts for all monies due as appropriate. Report to the Board the current financial status of the 
Fellowship at each business meeting, and provide an annual summary. [Presently: Maintains the 
membership database and informs the president and librarian of new memberships, membership renewals 
and address changes.] 

Event Coordinator:  (For non-regular meetings, e.g., field trips, seminars.) Establish with the Board: 

1) The reason for the event.  2) The theme of the event. 3) The date, venue, time table, planning and 

working organization and assigned tasks. Supervise and follow up on No. 3.  

Publicity Coordinator:  Oversee distribution of MCF notices to social media, radio, websites, churches, 
college Christian groups, etc. This could include printed posters, newspaper announcements, emails, etc. 
Since people are already doing some of these tasks, the PC would coordinate who’s doing what and 
when, and contact some publicity sources directly. 

Librarian:  Store the Library-by-Mail holdings (>700 titles). Maintain databases of users, requests, and 
titles. Prepare new holdings for the shelves. Distribute items according to member’s requests and rules 
established by the Board. 

Webmaster:  Maintain the website, updating events and other information in a timely manner. [Presently, 
also prepares e-mail notices to interested individuals.] 

Home School Liaison:  Promote cooperative relations between MCF and the home school groups 
(particularly the Illinois Christian Home Educators) and networks in the Chicago area. Develop networks to 
promote two-way communication between home schoolers and the MCF Board. Make recommendations 
to promote activities of MCF and the home school groups. 

College Liaison:  Promote cooperative relationships between MCF and local colleges by developing 
relationships with faculty members and leaders in Christian groups on campuses in Chicago and the collar 
counties. Promote on-campus MCF events that are relevant to students, and communicate through MCF 
those student events that are open to MCF members &/or the general public.  

Director (at large):  Such duties as the Board assigns. E.g.: “At-Large” Directors now handle coordination 
of the Essay Contest, MCF North, MCF West, and publicity through print and electronic media. 


