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UTAH TIBETAN ASSOCIATION
EXECUTIVE OFFICERS
ROLES & RESPONSIBILITIES
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Leading the Community with Joy and Service

UTA « EXECUTIVE OFFICERS

EXECUTIVE OFFICER STRUCTURE

This document defines the principal roles and responsibilities of the Utah Tibetan
Association’s executive officers. It is intended to provide a clear, consistent framework
for leadership, accountability, coordination, and service to the community.

1. PRESIDENT — PEMA CHAGZOETSANG

2. VICE PRESIDENT (VP) —KARMA TENSUM

3. SECRETARY — TENZIN SOEPA

4. TREASURER — KELSANG DORJE (KUSS) & CHOEDEN GYALTSEN

5. ACCOUNTANT — TENZIN LHAWANG

6. CULTURE OFFICER—PASANG TSERING: Traditional Dance/Music Officer

7. RELIGIOUS AFFAIRS & EDUCATION OFFICER—LOBSANG THINLAY

8. UTAH TIBETAN COMMUNITY CENTER (UTCC) MANAGER—PEMA CHOMPAY
9. PUBLIC RELATIONS (PR) OFFICERS—TENZIN MINGYUR & TENZIN SAMDUP

Utah Tibetan Association



ROLE SUMMARY: Provides strategic leadership and ensures the board fulfills its

mission.
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PRESIDENT

KEY RESPONSIBILITIES |
ENGLISH

* Preside over all board meetings and
general community assemblies

¢ Act as the primary liaison between
UTA Tibetans, the Central Tibetan
Administration (CTA), local
government, and other community
organizations

* Sign official documents, contracts,
and agreements on behalf of the
association

* Initiate, plan, coordinate, and
implement all community events

* Strategize, plan, and spearhead
community fundraising campaigns

* Ensure that the UTA’s programs,
activities, and decisions align with
and fulfill the mission and goals of
the organization
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ROLE SUMMARY: Supports the President and is ready to step in to lead at a
moment’s notice.
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KEY RESPONSIBILITIES | qERA RaE AR
ENGLISH B9 By

* Assume the duties of the President in é’qm q%‘ &5 maaq n} QI ?g’: N3
their absence, vacancy, or inability to 4 TR TR AN - g« X ATE @IS
i T R G HR Y E IR A |
* Assist the President in ensuring board mm‘q%’q'm:@mnm%qmqwq'Q@K‘ﬁ:'qx'a“s‘qmqé‘w?&'c@qz\r
decisions are executed P~
TR
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planning, coordinating, and mqnﬁgxn&\m*é’a‘qm'qé‘m'x&'qaﬂwqq:n]
implementing all community events
» Assist the President in strategizing a@&éﬁ‘ﬁg&'qg'q@qﬁ'mm'qa'g\am'Emm@N’ﬁ:’%ﬁ'@ﬁﬁ'ﬂﬁ:’qx‘é{
and planning community fundraising ﬂm'ﬂg'“"wqaﬂ“"ﬂﬁq'q\

campaigns
* Manage mass messages through PhoneVite qggqm‘a:’é‘qm’m'@%ﬁ'@:‘ﬂ“\j’:wgq PhoneVite
PhoneVite and reload PhoneVite a"i%“'%*‘S‘@“T“’a"?ﬂi'q@*'ﬂ

funds as needed

« Often spearhead major internal q: QA @mm q%\ qar %&g z@x 3 l@qm QA aﬁ A=
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and major event planning @R %{ e @ qﬁ TEERR ? ER 1
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their responsibilities according to their o35 Mz zrams Az T52T
respective positions %\q AN AT TR
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R A TR

ROLE SUMMARY: Serves as the custodian of the UTA’s records and ensures
transparent communication within the board and with the community.
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KEY RESPONSIBILITIES |
ENGLISH

* Schedule meetings, prepare
agendas in consultation with the
President, and distribute them in
advance

* Take accurate minutes at all UTA
board and general body meetings
and maintain the official archives

* Order and maintain all office supplies
* Manage all official correspondence

* Manage the official UTA member
phone directory & keep it up to
date

* Manage the Zoning list

* Ensure compliance with bylaws and
filing deadlines as a nonprofit
organization

* Manage the booking calendar for
community events, private rentals,
prayer halls, and Sunday School,
working with the Community Center
Manager

* Apply for event permits, including
Living Traditions, March 10th, Asian
Festival, and other events

* Monitor and maintain UTA’s official
phone number (Google number)
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Living Traditions, March 10th, Asian Festival
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TREASURERS

ROLE SUMMARY: Serves as the financial watchdog of the organization, ensuring fiscal
responsibility, transparency, and compliance with IRS nonprofit regulations.
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KEY RESPONSIBILITIES |
ENGLISH

* Present regular, up-to-date financial
reports to the board at the start of
every board meeting

 Collaborate with the UTA accountant
to ensure financial transparency and
strict fiscal responsibility

* Manage the association’s bank accounts
and track all income, including donations,
membership dues, and grants

* Handle daily financial transactions,
including signing checks, depositing
cash, and verifying records with the
accountant

 Pay all UTA bills promptly and
negotiate or seek better rates for services

» Send collected Chatrel funds to the Office
of Tibet and submit all required
paperwork; work with the OOT accountant
to resolve discrepancies

» Oversee tax compliance by ensuring the
UTA accountant prepares and files all
required nonprofit tax returns on time
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* Direct financial management for fundraising s5ar SR g R x9SR FagN PanEs

campalgns and communlty center
operatlons
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ROLE SUMMARY: Maintains accurate financial records and prepares financial
information in support of UTA’s fiscal responsibilities.
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KEY RESPONSIBILITIES | qgﬁaquqvq@]
ENGLISH S|
* Ensure accurate and timely REA BN RN AR G ER AR REA BN T AR A S & WRRAAr
recording of all transactions ’i"“"ﬁﬂ'ﬁ'%é\'é'@iﬁ'ﬁﬁw
« Collect and organize receipts, q%’q"a’qg:'w £:'§5’ma'55m'q§'aﬂ
vendor bills, and deposit slips 55‘““&@'ngﬁ'ﬁﬂ“":%5’“"i:'ﬁ%’?ﬁ“mﬂ@%ﬂéﬁ'ﬁﬁw
* Reconcile monthly bank statements with ~ §RAREAR= T ZNERS
general ledger entries %N'%'ﬂ%"ﬁa%ﬁﬁ'm'%\'ﬁﬁ'qax'qa*"i:'ﬁﬂ'%*'éﬁ'ﬁﬁw
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Generally Accepted Accounting Procedures
(GAAP) standards

« Provide ad hoc income/expense reports for mm‘q‘@qa’ﬁf’iwq:‘gma'u‘ﬁr:'qqq'5:'35'?51’3\@gq'ﬁgﬁwaﬁ@xq‘é
board members as needed N’%’%ﬁ'gﬂ“’a"%xmﬁ"lﬁﬁ'@’i’ﬁﬁm]

e Prepare year-end accounts for the CPA to ﬁ'&gnﬁ'%N'fg'mq'%z{mm%mn' (CPA) m'&fﬁ'qﬁq'@wﬁ] IRS Form
file IRS Form 990 990 a'ﬁg'fﬂ“"%’fﬂ'@'@”@q'qa'ﬂ%ﬂéﬁ'ﬁﬁ"‘ﬂ

 Maintains proper financial segregation of 5504'%:\1'5@@@5'@'qu'q@'mq'éng'::muw'q%wéﬂ
duties.
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executive board members as requested. qq&-mq-a\-@qqm-mqmgﬂ
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CULTURE OFFICER

ROLE SUMMARY: Oversees cultural preservation, and traditional arts.
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KEY RESPONSIBILITIES |

AR A |

ENGLISH

* Organize traditional Tibetan performing arts
(dance and music) classes and performances
In coordination with Tibetan Sunday School

* Coordinate cultural exhibitions, festivals such
as Living Traditions Festival and Asian
Festival, and performances at major Tibetan
community events

e Work closely with students’ parents to
ensure they receive timely information
about performance locations, times,
and other details

* Track all traditional dance costumes,
musical instruments, and related inventory

* Work closely with Sunday School teachers,
especially the Dance teacher

* Recruit volunteer dancers for major events
such as Living Traditions Festival, Asian
Festival, Losar, and major Tibetan
gatherings

* Maintain an inventory of all traditional dance
costumes, musical instruments, and related
equipment

* Ensure dance equipment and costumes are
returned clean and in good condition

* Work with the Education Officer & UTCC
Manager
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RELIGIOUS AFFAIRS & EDUCATION
OFFICER

LOBSANG THINLAY: Religious affairs & education officer & Green Book/Chatrel Incharge
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q%’a“ ROLE SUMMARY: Oversees cultural preservation, and religious affairs,

education, elder support, and Tibetan youth development.

KEY RESPONSIBILITIES |
ENGLISH

* Serve the welfare of elders and ensure their
needs are represented to the community

» Coordinate visits from Rinpoches, Gesheys,
and spiritual teachers

* In charge of community prayers and
coordinate funeral prayers and 49-day prayers
for deceased community members

* Maintain the altar and spiritual integrity of the
community center’s shrine room

* Work with the teachers of the Tibetan school

* Recruit teacher volunteers for Tibetan
Sunday School as needed

* Recruit volunteers for Tibet Lobby Day who
have an interest and potential to grow

* Ensure teachers have the supplies needed
for Sunday School

* Create and maintain a Sunday School
cleaning Schedule

* Work with the Culture Officer and UTCC
Manager

¢ In-charge of Green Book Collection
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KEY RESPONSIBILITIES |
ENGLISH

* Oversee the daily operations, maintenance,
and security of the physical community center
building

* Oversee the inventory of all assets at the
community center

* Schedule seasonal pesticide spraying at the
center

e Ensure the facility complies with local fire,
safety, health, and zoning regulations

* Ensure the community center is kept clean and
organized at all times by members

* Maintain and track all community center keys,
including labeling and creating duplicates

e Ensure keys are kept secure and maintain
camera security

* Schedule and organize annual spring and fall
cleanings of the community center by members

e Order or create placards and signs as needed
at the community center

* Set rules for facility use and good practices,
and enforce those rules gently
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UTAH TIBETAN COMMUNITY CENTER
(UTCC) MANAGER
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culture and the Tibetan cause.
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PUBLIC RELATIONS (PR) OFFICERS

ROLE SUMMARY: Manages UTA’s public communications, digital presence,
media relations, and community messaging to raise awareness of Tibetan
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KEY RESPONSIBILITIES |
ENGLISH

* Manage the organization’s official website,
social media channels, and press releases
to raise awareness of Tibetan culture and
the Tibetan cause

* Media Relations / Press Releases: Draft
and distribute press releases to announce
March 10th event and other
announcements in consultation with the
UTA President and Vice President

* Website Management: Update the
organization’s website with blogs and press
releases in coordination with Tenzin
Rabjam, volunteer consultant, and ensure
all website content is relevant

* Social Media Management: Create
engaging social media content across
platforms such as Instagram & Facebook,
and produce multimedia content of UTA
events

* Gather public feedback and report to the
board where improvements are needed

* Communicate initiatives and send
messages to members promptly
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