AAWCC Board of Directors
Job Descriptions

All executive board members are expected to assist in leadership succession, maintain files and records and provide those documents to successor in a timely manner.

National President
1. Two-year term.

2. Ensure that the Constitution and Bylaws of AAWCC are adhered to.

3. Prepare the agendas for the annual Board of Directors and the Executive Committee meetings.

4. Call meetings of the AAWCC as detailed in the Bylaws.

5. Chair Executive Committee meetings.

6. Review Association objectives annually and administer annual plan.

7. Ensure that the Executive Committee is involved in the decision-making of the organization.

8. Ensure that National officers fulfill the responsibilities as outlined in their job descriptions and inform Board members of officers not fulfilling those responsibilities.

9. Coordinate significant correspondence and disseminate to the Executive Committee.

10. Refer letters of inquiry to appropriate Board members.

11. Maintain liaison with the American Association of Community Colleges and attend AACC meetings as indicated by the Bylaws.

12. Prepare and submit annual report each fall to AACC. 

13. Serve as a member of the Executive Committee.

14. Serve as a member of the Finance Committee.

15. Serve as member of Of-the-Year selection committee.

16. Serve as an Ex Officio member of the Executive Committee during the next President’s term of office as Past President.
President-Elect and Legislative Liaison
1. Serve a one-year term as President Elect in preparation for becoming President the following term.
2. As Legislative Liaison, keep up-to-date with legislation affecting women and women’s causes and report such actions to the Executive Committee.

3. Assist the National President with duties as her designee.
Past President
1. Two-year term.

2. Serve as Ex Officio member of the Executive Committee.

3. Serve as chair of the nomination committee.
4. Serve with president and VP for Professional Development to choose Woman of the Year.
Vice President – Communications
1. One-year appointment by National President with Board approval.  Appointment may be renewed on a year-to-year basis.
2. Serve as a member of the Executive Committee.

3. Maintain contact with Regional Coordinators for the purpose of collecting material for the Newsletter.
4. Edit and compile Newsletter material for electronic publication at specified intervals (typically quarterly).
5. Post Newsletter on the AAWCC website in the Members Only section.  
6. Compile, edit and produce the Annual Report which is distributed at the annual Awards Breakfast and posted on the website.

7. Compile, edit and distribute any other communications (such as questionnaires, surveys, ballots, etc.) requested by the National President and/or other national officers.

8. Work with Vice President for Membership and Membership Support Services office to update and enhance website communications.

Vice President – Finances
1. One-year appointment by National President with Board approval.  Appointment may be renewed on a year-to-year basis.

2. Serve as member of the Board of Directors and the Executive Committee.

3. Pay all bills of AAWCC which are authorized by Board and file paid bills.

4. Present a “Treasurer’s” report to Board members semi-annually, (one of which is due at the annual meeting).

5. Keep an up-to-date and orderly record of funds. 

6. Be responsible for filing any tax forms required by IRS.

7. Provide for an audit of the books at the end of the designated term as determined by the Bylaws.

8. Support the Membership Support Services office in carrying out the membership duties.
9. Serve as member of Finance Committee.

Vice President – Membership
1. Three-year term, elected position.

2. Serve as a member of the Executive Committee, the Board of Directors and on other Board committees as appropriate.

3. Prepare an annual report to the Board with information about membership activities.

4. Lead the Membership Team meetings twice each year and report on membership activities, concerns, issues.  If the VP for Membership is unable to attend a meeting, she is responsible for finding, preparing, and following up with an appropriate person to represent her at the meeting.

5. Collaborate with the Membership Team and others regarding membership development ideas, initiatives, and programs.

6. Develop and support the execution of a membership and chapter development plan in cooperation with the Membership Team and the Board.

7. Respond in a timely manner to messages from potential and established members and chapters/sections, from the Board, the Membership Team, and others.

8. Collaborate with the National Institute for Leadership Development in the promotion of its programs and represent AAWCC at NILD programs as requested.

9. Manage the budget assigned to the position and maintain accurate records.

10. Coordinate AAWCC activities at the annual AACC convention and national and regional AAWCC conferences.
11. Maintain an inventory of AAWCC logo merchandise for sale to Board members, AAWCC members, chapters/sections, and to give away at AAWCC events.

12. Support the Regional Directors in their chapter/section development, approval, and maintenance efforts.

13. Provide training, resources, and support to Regional Directors, as needed.  Maintain a handbook for Regional Directors.

14. Submit information for national publications.

15. Support Membership Support Services in carrying out the following duties:

a. Sending out quarterly an update of membership roster to Regional Coordinators and other Board members who request it.

b. Coordinate and develop with Membership Support Services an analysis of the membership to be sent Regional Coordinators and to develop and implement a follow-up survey to determine reasons for non-renewals.

c. Provide the National President and the Vice President for Communications with membership lists and provide an annual membership list to AACC prior to December 1 each year.

d. Ensure that membership database is kept current (new members, address changes, etc.)

e. Deposit all membership dues on a timely basis and report to Vice President for Finances.

f. Send all members notice of renewal.

g. Work with the VP for Membership and the National President to update communications to members and others.

16. Coordinate activities for Model Programs.

17. Recruit, train, and support the next VP for Membership to ensure an orderly transition and continuity of service to constituencies.  

18. Maintain files and archives of appropriate information and documents and provide them to the next VP for Membership in a timely, well-organized manner.

Vice President – Professional Development
1. Three-year term, elected position.

2. Serve on the Board of Directors and the Executive Committee and other Board committees as appropriate.  Serve as chair of the Professional Development Committee.  (Meetings in fall and spring.  Spring meeting in conjunction with AACC Convention).
3. Plan and coordinate the annual AAWCC Awards Breakfast (tickets, speaker, local arrangements, etc.), the AAWCC Forum, and other activities as assigned at the AACC Annual Convention.
4. Plan and coordinate workshops for the ACCT Convention and other conferences as required.
5. Plan professional development activities in cooperation with Regional Directors and State Coordinators.  Provide oversight of and assistance to the Region taking responsibility for the biannual national conference.
6. Create nationally distributed professional development materials for use by state sections and chapters.  (Examples from past years are a resource packet for programs for Women’s History Month and a teleconference on sexual harassment).
7. Facilitate research projects related to women in community colleges and cooperate with the research office of AACC.
8. Participate in and provide support for the National Institute for Leadership Development activities and promote its programs.  Serve on the NILD Board of Directors.  (Meetings at ACCT and AACC Conventions; planning retreat).
9. Develop and manage the budget assigned to this vice presidency.
Vice President for Resource and Development
1. Three-year term, elected position.
2. Serve on the Board of Directors, the Executive Committee and other Board committees as appropriate.  

3. Coordinate establishment of a comprehensive marketing plan to promote the organization to new and prospective supporters.

4. Identify strategies within the Marketing Plan to attract and secure external donors.

5. Coordinate fund raising efforts for underwriting breakfast and/or other events.
6. Participate as member of Finance/Investment Committee

7. Ensure compliance with regulations pertaining to non-profit organizations (501 3c).

8. Institute topics/speakers for a Speakers Bureau and facilitate implementation of same.

9. Establish a planned giving process.
Regional Director
1. Three-year term, elected position.

2. Serve on the Board of Directors, which meets twice each year, the Membership Team, and on other Board committees as appropriate.

3. Serve the assigned region (all members, chapters, sections from each state) as its representative to the national organization and the Membership Team.

4. Report to the Board at each of its meetings concerning regional status, activities and issues.

5. Attend Membership Team meetings twice each year and report on regional activities, concerns, issues.  If the Regional Director is unable to attend a meeting, she is responsible for finding, preparing, and following up with an appropriate person to represent the region at the meeting.

6. Send Chapter Fiscal Year Report forms to each active local chapter in the region for their completion.  Review the completed forms and bring forms from qualified chapters to the Fall Board Meeting to receive $100 support money.

7. Appoint State Coordinators, if done in this region, and maintain a roster of those Coordinators.

8. Maintain a roster of active chapters/sections and their officers.  Provide updates of that roster to the VP for Membership and the Membership Support Services office.
9. Participate in regional, local, and state AAWCC-sponsored activities. Serve as a liaison between local chapters, state sections, members in the region and the national organization.

10. Facilitate communication between and among states, members, and chapters/sections.

11. Respond in a timely manner to messages from potential and established members and chapters/sections, from the Board, the Membership Team, and others.

12. Encourage new individual and institutional memberships and coordinate membership activities with the Membership Team and state and local representatives.
13. Assist with development, approval and maintenance of chapters/sections.

14. Conduct training sessions for and distribute materials to State Coordinators and chapters/sections and serve as a resource for these levels.

15. Assist with annual AACC convention activities and national and regional AAWCC and NILD conference events.

16. Solicit/submit information for national publications.

17. Collaborate with the National Institute for Leadership Development in the promotion of its programs and represent AAWCC at NILD programs, as requested.

18. Manage the budget assigned to the region and maintain accurate records.
19. Collaborate with the Membership Team and others regarding membership development ideas, initiatives, and programs.

20. Recruit, train, and support the next director of this region to ensure an orderly transition and continuity of service to constituencies.

21. Maintain files and archives of regional activities, documents, etc., and provide these files and archives to the next Regional Director in a timely, well-organized manner.
Member at Large/Membership Support Services
1. One-year contracted/paid position renewable yearly up to three years.

2. Serve on the Board of Directors and on other committees as appropriate.

3. Attend Board meetings.  Take minutes and provide official record of Board activities.

4. Provide support to current AAWCC National President and Board of Directors.

5. Maintain membership database and process membership activities as necessary

a. Send out membership renewal letters 30 days prior to renewal date.

b. Receive membership applications with checks for dues or credit card renewals from the website.

c. Deposit membership checks to AAWCC checking account.

d. Record amount received, receipt number, and date of receipt of dues.

e. Send to Vice President for Finances an accurate record of all dues received and deposited.

f. Send out membership confirmation letters and requested lapel pins.

6. Receive training on the Website Manager position to be able to back up Website Manager.
7. Manage National office maintaining membership files and communications, lapel pin inventory, yearly archives.

8. Provide annual inventory and archive of AAWCC equipment and paperwork.

9. Maintain operational manual for this position.
Website Manager (effective July 1, 2009- June 30, 2010)
1. One Year contracted paid position.
2. Serve on the Board of Directors of Directors and on other committees as necessary.

3. Report at Board meetings as required.

4. Provide support to Board of Directors related to website activities.

5. Train, support, and back up Rebecca Sperber in Membership Support Services position.  Cross-train Mrs. Sperber in the Website Manager position and MemberClicks.

6. Provide oversight for the upkeep of the AAWCC website.

a. Update website pages as necessary (web pages, directories, minute postings, job listings postings, newsletters, etc.)

b. Work with VP for Membership to keep Logo Store up to date and functioning.

c. Create and facilitate the yearly website election nominations, ballot, and results report.

d. Post the annual Of-the-Year Awards solicitation and winners.

e. Post the Annual Scholarship solicitations and winners.

f. Post the monthly Champion Articles

g. Facilitate the annual AACC discount registration process through the website.

7. Work with a website committee to enhance membership connections and to ensure website is current, accurate, and fresh.

8. Maintain operational manual for this position.
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