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Young Women’s Alliance & Young Women’s Alliance Foundation

2011-2012 Board of Directors & Committee Chairs Application

Applications are being accepted for the positions of:

YWA/F President-Elect

YWAF Senior Vice President
Vice President of Alumnae
Event Chair

Communications Chair

Vice President of AU40

Event Management Chair

Marketing Chair

Nominations Chair

Presentations Chair

Registration & Seating Chair

Silent Auction Chair

Sponsorship Chair

Volunteers Chair

Web Site & Newsletter Chair

Mayor’s Coffee Chair

VIP Party Chair

Winners’ Brunch Chair

Vice President of Community Service

Mentoring Chair

Administrative Chair

Vice President of Development

Fashion Show Chair

Fundraising Event Chair

Corporate Partnerships Chair

Night Out Chair

Vice President of Finance
Special Projects Chair


Vice President of Giving

Higher Education Scholarship Chair 

Sunshine Camp Scholarship Chair

Young Leader Scholarship Chair

Community Grant Chair

Vice President of Marketing
Newsletter Chair

PR Chair

Social Networking Chair

Website Chair

Design Chair

Blog Chair

Corporate Sponsor Chair

Marketing Chair – Fashion Evolution

PR Chair – Fashion Evolution

Vice President of Membership

New Membership Chair

Prospective Membership Chair

Membership Retention Chair

Vice President of Operations

Historian

Buzz Chair

Website Chair

Dashboard Chair

Job Board Chair

Vice President of Programs and Events
Meeting Logistics Chair

Social Chair

Holiday Party Chair

General Meeting Sponsor Chair

Thank you for your interest in a leadership position with the Young Women’s Alliance (YWA) and/or the YWA Foundation!
Please complete and return this application by 5:00pm on Tuesday, April 5th, 2011, to the incoming YWA President, Kate Stoker at katherine.stoker@gmail.com.  You should receive confirmation of your application by April 7th, 2011.


What is the Leadership of the YWA and YWA Foundation?
The Board of Directors is the representative body of the Young Women’s Alliance composed of women who take part in the administration of the organization’s affairs. The Board of Directors has the power to conduct, manage, and control the affairs and/or business of the Young Women’s Alliance in conformity with applicable federal and state laws. 

The Young Women’s Alliance Foundation is governed by a separate board of directors, although several positions on the two boards overlap.

Most Vice Presidents share their work with a committee including several chair positions with defined responsibilities.

What is the Young Women’s Alliance Purpose?

The Young Women's Alliance (YWA) is a women’s organization devoted to the professional and personal development of business and civic leaders in our community.  Through training, education, mentoring, community organizing and resource leveraging/sharing, we strive to develop women’s leadership skills, create long-lasting friendships, build support systems and participate in meaningful community events. 

The nonprofit YWA Foundation is the philanthropic arm of the YWA and awards scholarships to young women in undergraduate and graduate school or their junior or senior year of college. Recipients are chosen based on demonstrated financial need, commitment to community service and academic achievement. The YWA Foundation also supports organizations such as the YMBL Sunshine Camps, GENAustin, Explore Austin, Girls, Inc and GirlStart through grants.
The YWA and YWA Foundation seek a diverse group of women, with regards to race, age, backgrounds and industries, who are active in their communities and possess a strong commitment to advancing and supporting women.  By participating, you gain the: 

· Opportunity to guide/shape the goals and direction of a progressive women’s organization;

· Experience working with like-minded individuals to create change;

· Opportunity to affect change at the community level; 

· Ability to develop leadership skills, strengthen your commitment to community, and have an opportunity to learn effective board policies and procedures amongst peers; and

· Opportunity to empower other young professional women through your respective area within the organization.



ELIGIBILITY REQUIREMENTS FOR LEADERSHIP POSITIONS
· Possess high standards of personal integrity and accountability

· Possess a record of achievement that indicates past and potential leadership ability and a willingness to commit their time to set and achieve goals for the organization

· Willingness and ability to commit the time necessary to serve the organization as indicated in the commitment section

· Membership status must be current by payment of your $100 annual dues

Additional for Board Positions:

· Be available to meet the Board Member Commitment Calendar (see below)

· Sign the Board Commitment (see below)
DESIRABLE SKILLS FOR LEADERSHIP POSITIONS 

· Leadership Skills
1. 
Ability to determine focus and direction 

2. 
Ability to resolve conflict and negotiate positive outcomes 

3. 
Ability to delegate and remove obstacles and stimulate self-directed actions

4. 
Ability to coach the development of individual capability and competence

· Communication Skills
1. 
Ability to communicate strongly defined sense of purpose

2. Ability to communicate short-term and long-term vision

3. Ability to clearly articulate direction and plans

4. Ability to speak in public representing YWA at various events

· Organizational Skills

1. 
Align organizational systems and structures 

2. 
Prepare for board meetings 

3. 
Project management and implementation 

4. 
Timelines in completing projects 

(continued)

Diplomacy Skills
1. 
Deal with ethical challenges of working in community

2. 
Make tough decisions with regards to the organization  

· Facilitation Skills
1. 
Excellent utilization of knowledge, resources and capacities 

2. 
Inspire collaboration, coordination, and understanding amongst stakeholders 

3. 
Lead effective meetings and workshops and encourage dialogue 

4. 
Encourage people to take responsibility for their own actions 

GENERAL DUTIES AND RESPONSIBILITIES OF BOARD POSITIONS 
· General
1. 12 months of service to the organization

2. Fulfillment of “Active” membership requirements

3. Tolerance for a diversity of opinions and communication styles

4. Attend board retreat

· Board Meetings

1. Attend 80% of board meetings, arriving on time

2. Notify VP of Operations if unable to attend board meeting

3. Complete monthly reports for board meetings

· Committees

1. Management and administration of committee

2. Provide supervision to chairs and committee members

· Succession

1. Create and maintain document processes and procedures for succeeding board member

2. Active participation on board transition   



Personal Information

Name 






       
Last                                                       First                                                      Middle

Home address


City        





State


Zip code  


Phone ______________________
E-mail _______________________________




Employment Information

 

Company/Organization   

Present job title           


Business mailing address   


City        





State


Zip code    

Office phone 



Fax 



  E-mail     
Preferred contact information?      FORMCHECKBOX 
 Personal   FORMCHECKBOX 
 Work

Please be certain to provide an email address for the purpose of confirmation notices.  If you do not receive confirmation for receipt of your application by April 7th, 2011, please contact President-Elect, Kate Stoker at katherine.stoker@gmail.com. 
Leadership Position Applying For:

Please refer to Board and Chair Position Descriptions in Appendix A for clarification on roles and responsibilities. 
If you are interested in applying for a Board Position, indicate the Board Position(s) that you are interested in serving: (indicate all that apply in priority order i.e., 1 = first choice, 2 = second choice, etc.).  Due to the strength of the applicant pool, some Board applicants who might otherwise meet the prerequisites may not be chosen.  Such Board applicants are strongly encouraged to express interest in serving as a Chair.  
Please put a check (√) next to the Chair positions that you would be interested in serving. 

Select board applicants will be contacted before April 12, 2011 to schedule an interview. After the Board of Directors has been voted on and approved, the new board members will contact those interested in chair positions.
	YWA & YWAF President-Elect
	

	YWAF Senior Vice President
	

	Vice President of Alumnae
	

	Event Chair
	

	Communications Chair
	

	Vice President of AU40
	

	Event Management Chair
	

	Marketing Chair
	

	Nominations Chair
	

	Presentations Chair
	

	Registration & Seating Chair
	

	Silent Auction Chair
	

	Sponsorship Chair
	

	Volunteers Chair
	

	Web Site & Newsletter Chair
	

	Mayor’s Coffee Chair
	

	VIP Party Chair
	

	Winners’ Brunch Chair
	

	Vice President of Community Service
	

	Mentoring Chair
	

	Administrative Chair
	

	Vice President of Development
	

	Fashion Show Chair
	

	Night Out Chair 
	

	Fundraising Event Chair
	

	Corporate Partnerships Chair
	

	Vice President of Finance
	

	Special Projects Chair
	


(continued)

	Vice President of Giving
	

	Higher Education Scholarship Chair 
	

	Sunshine Camp Scholarship Chair
	

	Young Leader Scholarship Chair
	

	Grants Chair
	

	Vice President of Marketing
	

	Newsletter Chair
	

	PR Chair
	

	Social Networking Chair
	

	Website Chair
	

	Design Chair
	

	Blog Chair
	

	Corporate Sponsor Chair
	

	Marketing Chair – Fashion Evolution
	

	PR Chair – Fashion Evolution
	

	Vice President of Membership
	

	New Membership Chair
	

	Prospective Membership Chair
	

	Membership Retention Chair
	

	Vice President of Operations

Historian
	

	Buzz Chair
	

	Website Chair
	

	Dashboard Chair
	

	Job Board Chair
	

	Vice President of Programs and Events
	

	Meeting Logistics Chair
	

	Social Chair
	

	Holiday Party Chair
	

	General Meeting Sponsor Chair
	


Short Answer Questions:
Please answer all of the following questions.

You may attach additional pages if needed.

1. What are your qualifications? Please briefly highlight the skills and experience you will bring to the organization, both within and outside of YWA.

2. What is your interest and motivation for serving in a leadership position with YWA/F? 

3. List and describe your experience in community-based organizations, including service on boards or advisory committees.  What (if any) leadership positions do you currently hold in other organizations? 

4. Please list three things you can contribute to YWA/F.

Additional for Board Positions:

5. What are you hoping to achieve by serving on the YWA/F board? This can be a contribution to YWA or a personal goal you’re hoping to accomplish.
6. What do you think YWA’s strengths are for our members and the community?  What are the areas we could improve?

7. As a member of the Board of Directors you are a leader and example for your chairs, your committee and the general membership.  How do you successfully motivate and inspire others?  

Annual Board Commitment (signature not required if only applying for chair positions)
The Board position requires 12 months of service. (June 1, 2011 through May 31, 2012)  If selected, each Board member is required to:

· Fully participate in the Young Women’s Alliance and support the Young Women’s Alliance Foundation.

· Abide by the board values established by the organization and by the 2011-2012 Board at the June Board Retreat.

· Attend the following events:

YWA/F Board Retreat

June 17, 6:00pm through June 18, 5:00pm 

(Friday evening through Saturday afternoon-subject to change)
Monthly Board Meetings 

Beginning in May 4, 2011; YWA/F Board meetings are held the first Wednesday of the month from 6:30-8:30pm; location may vary in and around the downtown area; date may vary due to holidays. (Only 2 absences allowed with advance written notice to VP of Operations.)
Monthly General Meetings 

Beginning in June 15, 2011; YWA general meetings are held the 3rd Wednesday of every month generally in the evening from 6-8 at varying locations.  Occasionally a lunch meeting is held instead.  (Only 2 absences allowed with advance written notice to President.)
Monthly Committee Meetings 
Beginning in June 2011; YWA/F committee meetings should be held every month.  VPs need to work collaboratively on choosing a regular day and time in order to allow for as many members as possible to serve on multiple committees if they so choose.

If I am unable to comply with any of the above at anytime, I will notify the YWA and/or YWAF Board as soon as possible and voluntarily withdraw from my placement.

The above commitment statement and the information submitted with this application are true and correct to the best of my knowledge.

Signed:  ____________________________________
Date: __________________  
APPENDIX A

YWA BOARD AND CHAIR DESCRIPTIONS

& 

YWAF BOARD AND CHAIR DESCRIPTIONS

2011-2012

Current Board Structures (subject to change):

YWA Board

President

Immediate Past President

President-Elect

Senior VP Foundation

VP Alumnae

VP Community Service

VP Finance

VP Marketing

VP Membership

VP Operations

VP Programs and Events


YWAF Board

President

Immediate Past President

Senior VP Foundation

YWA President

VP AU40 “Au40 Chair”

VP Development

VP Finance

VP Giving

VP Marketing

VP Operations

Open Board and Chair Positions (alphabetically by Board Positions):

Vice President, Alumnae Relations

Job Description:

Board position responsible for maintenance of all YWA Alumnae members. Serves on the YWA Board and reports directly to the YWA President.

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;
· With the President, define/confirm annual alumnae goals (growth, involvement, etc) which support overall organizational goals;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the planning of Alumnae activities, achievement of Alumnae goals, and all other Committee/Chair duties;

· With the President, develop/maintain alumnae membership plan for the organization;

· Finds ways to promote alumnae retention;

· Respond to all alumnae membership inquiries;

· Work with YWA VP of Programs and Events to coordinate events with both Alumnae and active members;

· Help to increase fundraising and mentoring efforts through Alumnae; 
· Update and maintain database of YWA Alumnae;

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Alumnae.

Alumnae Committee Chairs:

· Event Chair 

· Plan monthly “Access Alumnae” events for YWA and advertise through the Buzz 

· Plan at least two Alumnae-exclusive events including happy hours and an end of year event

· Communications Chair 

· Create quarterly alumnae newsletter and maintain alumnae database. 

· Maintain alumnae database of over 1300+ members

· Update and post to YWA Alumnae’s social media including Facebook and LinkedIn pages

Vice President, Au40 “Au40 Chair”

Job Description:

Board Position responsible for direction and coordination of YWA’s participation in the annual Austin Under 40 event with Young Men’s Business League (YMBL). Serves on the YWAF Board and reports directly to the Senior VP Foundation.

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;

· With the President and Senior VP Foundation, define/confirm annual Au40 Event goals which support overall organizational goals;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Oversee and act as advisor for committee members and committee chairs of each sub-committee within the Austin Under 40 event in the completion of event goals and all other Committee/Chair duties;

· Act as YWA liaison for event and manage YWA participation in coordination with YMBL;

· Ensure that Au40 is in line with the best interests of YWA and recommend changes to the Board of Directors when areas of Au40 are not in accord with the best interest of the organization as a whole;

· Establish and cultivate relationships with current and prospective sponsors, members, trustees, and other industry professionals; stimulate their interest and involvement in the Au40 Gala;

· Maintain working relationship with YMBL counterpart as it relates to the event;

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the Senior VP Foundation;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Au40.

AU40 Committee Chairs:

· Event Management Chair

· Marketing Chair

· Nominations Chair

· Presentations Chair

· Registration & Seating Chair

· Silent Auction Chair

· Sponsorship Chair

· Volunteers Chair

· Web Site & Newsletter Chair

· Mayor’s Coffee Chair

· VIP Party Chair

· Winners’ Brunch Chair

Vice President, Community Service

Job Description:

Board position responsible for leading the planning and execution of community service opportunities.  In conjunction with the chairs, creates calendar of recommended community service events and presents to YWA Board of Directors for review, input, and approval (as needed).  Acts as a liaison between YWA, its members, and community organizations/partners to support and coordinate the activities/participation of YWA members.  Coordinates with YWAF to create a unified philanthropic mission. Serves on the YWA Board and reports directly to the YWA President.

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;
· With the President, define/confirm annual community service goals which support overall organizational goals;

· Coordinate with YWAF to create a unified philanthropic mission;

· With Chairs, research and create calendar of recommended community service events and present to YWA Board of Directors for review and input (as needed);

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the planning of Community Service activities, achievement of Community Service goals, and all other Committee/Chair duties;

· Help promote and encourage participation in community events;

· Monitor YWA website calendar and other widely distributed community communications, approve event descriptions, and ensure website calendar is up-to-date with events;

· Ensure information, including photos, is provided for promotion of events and solicitation of volunteers in YWA Newsletter and other marketing vehicles. Work with Marketing Chair to coordinate dissemination of this information;

· Communicate information regarding YWA community events to membership at monthly YWA events;

· Integrate with partner organizations to collaborate on and promote mentor opportunities for YWA members

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Community Service.

Community Service Committee Chairs:
· Community Service Mentoring Chair
Promotes mentoring opportunities, tracks members participating in mentoring opportunities, helps evaluate mentoring opportunities.  Recruit mentors. Plan mentor/mentee events that support YWA and YWAF’s unified philanthropic mission. Communicates with partner organizations. Develops monthly Mentor Newsletter. 

· Community Service Admin Chair
Keep list of committee members, send meeting reminders, helps with meeting agenda/minutes, leads meetings helps with duties in VP’s absence.  Collects lists of volunteer event participants, calculates member volunteer hours, and identifies top volunteers. Supports the mentor program. 

Vice President, Development
 
Job Description
Responsible for developing a plan to increase individual and corporate donations to benefit the Foundation. Serves on the YWAF Board and Reports directly to the Senior VP Foundation.

 

Responsibilities include, but are not limited to:
· Recruit/select and train committee members and committee chairs as needed; 

· With the President and Senior VP Foundation, define/confirm annual development goals which support overall organizational goals; 

· Post and hold regular meetings with Committee/ Committee Chairs; 

· Provide leadership and guidance to committee members and chairs in the planning of Development activities, achievement of Development goals, and all other Committee/Chair duties; 

· Maintain and continue to increase Individual Fundraising Campaign. 

· Solicit Corporate Sponsors who are in line with our Mission and Vision. 

· Maintain a database of donors 

· Provide “Thank You”s and necessary tax documentation to donors 

· Provide donors with updates on how their donations have been used (i.e. scholarship recipients and grant recipient information) 

· Create and provide detailed written reports at monthly Board meetings; 

· Attend and participate in monthly Board meetings; 

· Perform other duties as may be assigned by the Senior VP Foundation; 

· Represent organization professionally and ethically in all business functions/organizational activities; 

· Help recruit and train incoming VP Development. 

· Plan and execute annual Fashion Show. 

· Continue YWA Night Out program.

 

Development Committee Chairs:
· Fashion Show Chair 

· Night Out Chair 

· Corporate Partnerships Chair 

· Individual Fundraising Campaign Chair
Vice President, Finance

Job Description:

Board Position responsible for collecting and depositing all funds for the organization, disburses payments on behalf of YWA, keeps accurate accounting of all funds, and reports on the financial status of the organization on a monthly basis and when called upon to do so. Serves on the YWA Board and reports directly to the YWA President AND serves on the YWAF Board and reports directly to the Senior VP Foundation. 

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;

· Meet with Board members individually at Board retreat to discuss and review respective committee budgets;

· With the President and Senior VP Foundation, define/confirm annual budget which supports overall organizational goals, and motion for board approval of the annual budget;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the maintenance of the organization budget, and all other Committee/Chair duties;

· Reimburse expenses to Board members in a timely manner;

· Responsible for the organization’s tax filings;

· Maintain custody of all organizational funds;

· Check and maintain YWA PO Box;

· Account for all funds to the Board, upon request, and at the end of the year;

· Provide support to Programs and Events Committee at monthly meetings (providing petty cash, paying invoices for meeting location and ensuring all entrance fees are paid);

· Coordinate financial and in-kind contributions and fundraising efforts;

· Create and provide detailed written financial reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President or Senior VP Foundation;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Finance.

Finance Committee Chairs:

· Special Projects Chair

Person to get involved in AU40 event from a financial standpoint  and         someone to take charge of other "special" financial issues that come up (i.e., when someone wants to give a portion of proceeds to us from an event), researching increasing dues and other special projects).

Vice President, Giving

Job Description

Responsible for awarding YWA Foundation funds through scholarships and grants. Serves on the YWAF Board and reports directly to the Senior VP Foundation. 

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;

· With the President and Senior VP Foundation, define/confirm annual giving goals (scholarship numbers, amounts, etc.) which support overall organizational goals;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the planning of Giving activities, achievement of Giving goals, and all other Committee/Chair duties;

· Coordinate all scholarship and grant programs and committee meetings;

· Develop a plan for increased marketing of scholarship and grants in partnership with the VP of Marketing

· Review and update the YWA Foundation content and documents posted on the website

· Engage YWA members and community leaders in the selection of scholarship recipients;

· Communicate with the YWA/YWAF Boards, especially the VPs of Marketing and Community Service;

· Help increase awareness of the YWA Foundation within the organization and our community;

· Maintain records for partner organizations including Memorandum of Understandings and information sheets

· Lead communication with partner organizations during the grant application process

· Review and update scholarship and grant applications as needed;

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the Senior VP Foundation;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Giving.

Giving Committee Chairs:

· Higher Education Scholarship Chair 

· Sunshine Camp Scholarship Chair

· Young Leader Scholarship Chair

· YWAF Grants Chair

Vice President, Marketing

Job Description:
Board position responsible for coordinating and supervising all YWA internal and external communications. Oversees committee responsible for maintaining the integrity of the organization’s brand and promoting awareness of both YWA and the YWA Foundation. Serves on the YWA Board and reports directly to the YWA President AND serves on the YWAF Board and reports directly to the Senior VP Foundation.

Responsibilities include but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;

· With the President and Senior VP Foundation, define/confirm annual marketing goals which support overall organizational goals;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the planning of Marketing activities, achievement of Marketing goals, and all other Committee/Chair duties;

· Develop collateral material;

· Ensure that the integrity of the organization’s image is maintained throughout printed and electronic materials

· Manage the YWA Brand;

· Public relations;

· Event promotion;

· Create and distribute monthly YWA newsletter;

· Maintain the organization’s social media platforms, including the YWA Blog, Facebook, Twitter, LinkedIn and Picasa;

· Co-manage Web site along with Operations Committee;

· Serve as YWA’s representative, along with President and President-Elect, at any community events where YWA representation is required;

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President or Senior VP Foundation;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Marketing.

Marketing Committee Chairs:
· Newsletter Chair 
Responsible for development and distribution of monthly newsletter. 

· PR Chair 
Send monthly calendar announcements to promote General Meetings and other events (and post on Meetup.com); draft and distribute press releases, as needed; proactively pitch YWA and YWAF to local publications for editorial coverage.

· Social Networking Chair 
Maintain social networking pages (Facebook, Twitter, LinkedIn and Picasa).

· Website Chair (to work with Operations Website Chair)
Work with the Operations Web Site Chair to update and maintain the YWA Web site.

· Design Chair
Provide both Web and print graphic design support as needed.

· Blog Chair
Maintain the YWA blog.

· Corporate Sponsor Chair
Work along side the Development Corporate Sponsor Chair to create and maintain sponsorship opportunites with local and national companies in Austin.

· Marketing Chair, Fashion Evolution

Serve as marketing representative on Fashion Evolution Committee. Responsible for all marketing and assisting with promotions with the PR Chair in Fashion Evolution Committee.

· Public Relations Chair, Fashion Evolution

Serve as public relations representative on Fashion Evolution Committee. Responsible for all public relations and assisting Marketing Chair in Fashion Evolution Committee.

Vice President, Membership

Job Description:

Board position responsible for cultivation of new and prospective YWA members; Work with YWA VP of Finance to coordinate membership database by submitting new member information and any member updates. Serves on the YWA Board and reports directly to the YWA President.

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;
· With the President, define/confirm annual membership goals which support overall organizational goals;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the planning of Membership activities, achievement of Membership goals, and all other Committee/Chair duties;

· With the President, develop/maintain membership plan for the organization;

· Establish contact with new members (including Buzz sign-up & Handbook delivery)
· Serve as the main contact for all membership inquiries and respond in a timely manner;

· Main contact for “prospective members;” 

· Coordinate membership drives;

· Coordinate events for new and prospective members (i.e. info sessions and new member breakfasts);

· Create and implement membership benefits programs;

· Find ways to promote active membership retention;

· Track and analyze fulfillment of membership expectations;

· Collect feedback from non-renewing members

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Plan and execute Member Appreciation Party

· Help recruit and train incoming VP Membership.

Membership Committee Chairs:

· New Membership Chair

Responsible for making new members feel welcome to YWA and ensuring a smooth transition from new to active member status.  In charge of the New Member Breakfast and YWA Buddy Program

Prospective Membership Chair

Responsible for recruitment and for ensuring prospective members receive prompt and informative information about YWA.  In charge of recruiting programs including Information Sessions as well as prospective member communication

· Membership Retention Chair

Responsible for tracking fulfillment of membership expectations and developing benefits and rewards for members who fulfill their expectations.  Search for ways to retain our members through recognition and collaboration throughout the organization.

Vice President, Operations 

Job Description:

Board position responsible for managing administrative duties within the YWA/F. This includes recording the minutes of all YWA/F Board meetings, issuing written notices of such meetings, preparing meeting agendas, and recording by-law changes approved by the Executive Committee and Board of Directors.  Serves on the YWA Board and reports directly to the YWA President AND serves on the YWAF Board and reports directly to the Senior VP Foundation.

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;

· With the President and Senior VP Foundation, define/confirm annual operations goals which support overall organizational goals;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the planning of Operations activities, achievement of Operations goals, and all other Committee/Chair duties;

· Maintain and distribute board roster including names, addresses, phone numbers, and emails;

· Coordinate location for monthly board meetings and send notices of all board meetings;

· Collect board reports and distribute information to the board prior to each board meeting;

· Maintain dashboard with information including membership and meeting attendance and report monthly to board;

· Record and publish all meeting minutes and meeting notices in a timely fashion;

· Maintain and update governance documents;

· Maintain and update YWA Handbook;

· Update YWA/F bylaws document when necessary;

· Act as a Parliamentarian at meetings, enforcing “Roberts Rules of Order”;

· Maintain current and accurate copies of all YWA/F documents and file reports (noting their dates of preparation and deposition);

· Assist Historian in maintaining YWA’s historical information;

· Assist Historian in maintaining a pictorial representation of YWA events;

· Work with Website Chair to update and maintain YWA website;

· Assist Job Board Chair with maintining the Job Board with current positings for our YWA members.

· Maintain Administrative Emails and forward to the appropriate person or respond to questions within 48 hours; 

· Approve new member applications within 48 hours;

· Approve calendar events for the website within 48 hours;

· Maintain the Buzz and YWA Forum

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President or Senior VP Foundation;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Operations.

Operations Committee Chairs:

· Historian

Maintain YWA historical information.  Make name tags for YWA board and committee members. Maintain historical information of YWA on the website by coordinating photographers for YWA events (except for committee meetings) and posting them online. 

· Buzz Chair

Approve members and messages sent on the YWA Buzz.  Purge expired members from the Buzz quarterly.  Assist members with issues associated with the Buzz.  Maintain the YWA Voice with recent recommendations.

· Website Chair 

Work with the YWA Marketing Website Chair to update and maintain all pages of the YWA website.

· Dashboard Chair 

Maintain YWA statistics every month and correspond with VPs to get information needed. 

· Job Board Chair 

Maintain and market the Job Board module on the website with current job postings for our members.

YWA President-Elect

Job Description

To assist President in performance of YWA management duties, automatically succeeding to President, recruit Board members to lead the YWA in the succeeding year. Serves on the YWA Board and reports directly to the YWA President.

Responsibilities include, but are not limited to:

· Succeed the President upon expiration of President’s term or upon resignation of President; assume duties of President when President is absent from Board meetings or functions;

· With the President, define/confirm overall organizational goals;

· Assist the President with YWA organization and management, clarifying Board/Committee responsibilities and encouraging the best use of YWA resources;

· Assist with strategic planning for the organization’s future as needed;

· Work with the President, Immediate Past President, and Executive Committee to support the Advisory Council, including coordination of meetings and events;

· Support the President in overseeing sound financial status of organization by monitoring monthly budget reports;

· Attend and participate in monthly Board meetings, participate in other committee events, committee meetings, and regional conferences as available;

· Perform other duties as may be assigned by the President;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming President Elect and rest of the YWA Board.

Vice President, Programs and Events

Job Description:

Board Position responsible for coordinating the planning and logistics of monthly general meetings.  Serves on the YWA Board and reports directly to the YWA President.

Responsibilities include, but are not limited to:

· Recruit/select and train committee members and committee chairs as needed;
· With the President, define/confirm annual Programs and Events goals which support overall organizational goals;

· Post and hold regular meetings with Committee/ Committee Chairs;

· Provide leadership and guidance to committee members and chairs in the planning of Programs & Events activities, achievement of Programs & Events goals, and all other Committee/Chair duties;

· Research and present ideas regarding professional development/special interest group events for YWA member participation to the Board of Directors for approval; Events should be supportive of the goals of YWA’s mission statement;

· Coordinate with potential attendees and sponsors with regard to payment information, set-up, RSVP’s and logistics of each approved professional development committee events;

· Coordinate social events when appropriate, including happy hours, special interest/small group activities (e.g. fitness group, culture/arts group, book club, etc.), and “one time” special events;

· Oversee coordination of Annual Holiday Party;

· Coordinate with Marketing to provide all event materials required at each approved professional development committee event including sign-in sheets, collection of monies, nametags, etc.;

· Coordinate and solicit member participation in the approved events/meetings; 

· Create and maintain a database of professional development resources and develop efficient way to make easily available to YWA membership;

· Research and secure venues for all monthly meetings.  Formats to include: Networking, Speaker Panels and Key-Note Speakers.  (Luncheons, Dinners or Buffet style);

· Research possible monthly speakers and present for approval to YWA Board of Directors;

· Maintain working relationship with YMBL Meetings Chair (or equivalent) for purposes of planning annual YWA/YMBL joint meeting and social events;

· Coordinating with Finance VP for collection of monies from General Meeting and reimbursed of charges for events; 

· Create and provide detailed written reports at monthly Board meetings;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming VP Programs and Events.

Program and Events Committee Chairs:
· Meetings Logistics Chair  

Assist VP of Programs and Events in setting up logistics for meetings.  Recruit volunteers to help set-up and register guests at general meetings.

· Social Chair
Assist VP of Programs and Events in the planning of YWA social events.  (i.e. tubing trip, happy hours, etc.) 

· Holiday Party Chair

Coordinate the holiday party.  Duties include purchasing decorations, securing a venue, set up and break down of event, chairing a committee of volunteers for the night of event, organizing food, drinks, music.

· Sponsorships Chair

Secure General Meeting and Women and Wine Sponsors for each General meeting and ensure payment is received by the beginning of the month in which they are sponsoring.
Senior Vice President, YWA Foundation

Job Description:

Board Position responsible for coordinating the work of YWA’s charitable arm: the YWA Foundation.  Serves on the YWAF Board and reports directly to the YWA/F President.

Responsibilities include, but are not limited to:

· Recruit/select and train YWAF Board Members as needed;
· With the President, define/confirm annual Foundation goals which support overall organizational goals;

· Create and provide detailed written Foundation agenda at monthly YWA Board meetings;

· Attend and participate in monthly YWA Board meetings.  Participate in other committee events, committee meetings, and regional conferences as available;

· Ensure posting and hold regular meetings with YWAF Board Members;

· Provide leadership and guidance to YWAF Board Members in the planning of Foundation activities, achievement of Foundation goals, and all other Foundation duties;

· Assist the President with Foundation organization and management, clarifying Board/Committee responsibilities and encouraging the best use of YWAF resources;

· Assist with strategic planning for the Foundation’s future as needed;

· Support the President in overseeing sound financial status of the Foundation by monitoring monthly budget reports;

· Attend and participate in monthly Board meetings;

· Perform other duties as may be assigned by the President;

· Represent organization professionally and ethically in all business functions/organizational activities;

· Help recruit and train incoming Senior VP Foundation.
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