Cedar Falls Branch of AAUW

Duties and Responsibilities of Elected Officers, Directors, Standing Committee Chairs and Appointees

Following are duties and responsibilities of elected officers, Directors, standing committee chairs, and appointees; in addition to those stated in the Bylaws and Policies. These duties and responsibilities may be modified as needed.
Elected Officers

President

1. As part of planning and chairing all board meetings:

· Notify officers, Directors, and chairs to submit a written report for the board meeting approximately one week prior to the meeting.

· Compile written reports and email them to board members three to four days prior to the meeting.

· Email the agenda to the board members three to four days prior to the meeting.

· Review and edit board meetings minutes received from the secretary and email to board members prior to the next board meeting.

2. Serve as chair of the Bylaws and Policies Standing Committee, select committee members and: (see Policies)
· Update Bylaws to conform with the “AAUW Charter and Bylaws” after each AAUW Biennial Convention.

· Update Bylaws to conform with “AAUW Iowa Bylaws” after the AAUW Iowa annual meeting.

· Submit proposed Bylaws for review to the chair of the AAUW Iowa Bylaws committee by December 1.

· Submit Bylaws amendments to members for approval at a branch membership meeting.

3. Work with the president elect to update the Strategic Plan and present it to the board for approval.

4. Appoint Directors, standing committee chairs, and Community Action/Interest Group chairs with the consent of the Board.

5. Submit articles for the monthly Newsletter.

6. Sign the meal contract with the Cedar Falls Woman’s Club when notified by the Woman’s Club that the contract is prepared.

7. Attend the AAUW Iowa state conference.

8. Confirm that the Treasurer and finance committee have arranged for an annual audit of the Treasurer’s records after June 30.

9. Transmit information to the president elect for training and transition purposes.

10. Prepare an annual report by June 30.

11. Notify officers, Directors and chairs to submit a written annual report by June 30, compile reports, submit the completed Branch Annual Report to the Board and arrange for publication on the Branch website.
President Elect
1. Submit a written report as appropriate prior to Board meetings and attend Board meetings.

2. Serve in the role of President in her absence.

3. Serve as chair of the Strategic Plan committee, select committee members, prepare and present the Strategic Plan to the Board for its approval. (see Bylaws, VI, Section 2, c)

4. Serve on the branch Bylaws and Policy Committee. (see Policies)
5. Attend the AAUW Iowa conference if possible.

6. Meet with the President to select in-coming Directors, chairs, and appointees.

7. Work with the President to plan the transition Board meeting held prior to July 1.

8. Coordinate the member recognition.

9. Prepare an annual report to be submitted to the president by June 30.

Past President/Director of Communications 

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings.

2. Revise as needed and distribute to the Board and membership:

a. Guidelines for submitting articles for the Newsletter.
b. Guidelines for submitting items for email to the membership.
3. Obtain the current membership list and contact information from the Vice President for Membership to use for communication with members.

4. Update the email group names and contact information for members as needed.

5. Send email messages from officers or chairs to the membership in a timely manner.

6. Obtain Board approval for any public statements made in the name of the Branch or AAUW which are not specifically covered in the Bylaws or Policies.

7. Serve as chair of the Nominating Committee, select committee members, recruit candidates, submit the slate of candidates to the Board and publish the slate of candidates in the Newsletter at least 10 days prior to the election.

8. Serve as chair of the Communications Standing Committee, select committee members for: Newsletter editor, web manager, Yearbook editor, publicity/public relations, Newsletter circulation and assure that the duties of each is carried out.

Newsletter editor
a. Edit articles submitted for adherence to the AAUW mission.

b. Prepare and distribute seven (7) Newsletters per year. (Additional Newsletters must be approved by the Board.)
Newsletter Circulation

a. Distribute printed copies of the Newsletter to members who do not use email.

Web Manager

a. Ensure that information on the website is current.

b. Post information on the Branch website in a timely manner.

c. Notify the AAUW Iowa President and President elect, Waterloo Branch President, and Waverly Branch President when Newsletters have been posted to the website.
Publicity/Public Relations 

a. Provide publicity to the media by submitting information regarding the election of officers, meetings, community action projects/activities, and awards.
Yearbook Editor

a. Incorporate revisions for listings of officers, chairpersons, groups, member information, etc. provided by the past president/director of communications.

b. Include in the Yearbook the statement “Branch membership lists are for use of AAUW and may not be used for the promotion of any activity unrelated to the purposes of AAUW or made available for commercial or solicitation purposes.”

c. Facilitate printing of the Yearbook.
9. Prepare Yearbooks for distribution at the first branch membership meeting in the fall.
10. Within a week of the initial distribution, facilitate delivery of Yearbooks to members who did not receive them at the branch meeting.
11. Publish to the membership the names and contact information for any new members who were not listed in the Yearbook as that information is received.

12. Promote awareness and use of AAUW Style Basics in communications to members.
13. Prepare an annual report to be submitted to the president by June 30.

Vice President for Program
1. Submit a written report as appropriate prior to Board meetings and attend Board meetings.

2. Select a site (traditionally the Cedar Falls Woman’s Club) for the membership dinner meetings.

3. In the summer, meet with the staff at the dinner meeting location to determine the price for the meal and select the menus.

4. Set up a reservation system for meals.

5. Secure speakers for the monthly programs.

6. Present the proposed programs to the Board for approval.

7. By July 30, provide the program theme and list of monthly programs to the Communications chair for inclusion in the Yearbook.

8. Submit an article about the up-coming program to the Newsletter editor for publication in the Newsletter preceding the monthly meeting. 

9. Provide press releases to the Publicity chair for distribution or submit them directly to the media.

10. Introduce the speaker at the dinner meeting, present a thank you gift following the presentation, and write a follow-up thank you note.

11. Work with the Membership chair in the recruitment of new members by organizing presenters and displays featuring interest groups and community action projects for the Fall Kick-off.

12. Prepare an annual report to be submitted to the president by June 30.













Vice President for Membership

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings.

2. Begin working in April to publicize the July 1 membership renewal date and obtain member renewals.

3. Contact non-renewed members as soon as possible after July 1.

4. Provide the Board with a list of non-renewed members after September 1.

5. In cooperation with the Vice President for Program, select the date, secure a location, plan the theme, refreshments, and decorations, send invitations, and provide publicity for the Fall Kick-off for prospective members.

6. Review all new member applications for eligibility in conformance with AAUW rules.

7. Determine that a Branch Yearbook has been provided to all new members.

8. Provide orientation for new members, including information about AAUW, the structure of the organization, branch projects, activities, and interest/study groups.

9. Write a brief profile of new members for the Newsletter.

10. Utilize AAUW membership recruitment campaign materials and guidelines, such as the AAUW Annual Starter Kit, Give a Grad a Gift, and Shape the Future in relation to memberships for prospective, current or lapsed members.

11. Have membership applications available at all branch meetings and branch sponsored activities.

12. Provide name badges at all member meetings.

13. Provide a guest book at all meetings and make follow-up contacts with prospective members.

14. Throughout the year maintain and provide to the Past President/Director of Communications contact information and mailing lists for members in good standing as of July 1 or after.

15. Submit required forms or information to AAUW or AAUW Iowa in a timely manner.

16. Report the names of 50 year members to the AAUW Iowa membership chair prior to the state conference.



17. Prepare an annual report to be submitted to the president by June 30.


Vice President for Fundraising
1. Submit a written report as appropriate prior to Board meetings and attend Board meetings.

2. Submit necessary forms to the branch Treasurer, who will submit them to the AAUW and AAUW Iowa treasurer.

3. Monitor to verify that funds from dues, interest, and fundraising are properly allocated in the Treasurer’s report.

4. Set fund raising goals and plan events to achieve the goals.

5. Develop and present a yearly fund raising plan to the Board.

6. State the planned use for the funds in publicity for fundraising events that are open to the public.
7. Inform members of up-coming fundraisers and report the amounts raised through articles in the Newsletter or other means.

8. Provide information to the membership about the purpose of the AAUW Funds and the projects, research, fellowships and activities funded through: Legal Advocacy Fund, Educational Opportunities Fund, Public Policy Fund, Leadership Programs Fund, Eleanor Roosevelt Fund, and Non-restricted Fund.

9. Assure that a framed certificate be presented to the Named Gift Honoree at the Annual Meeting.

10. Prepare an annual report to be submitted to the president by June 30.


Secretary
1. Provide the minutes of Board meetings or the annual meeting to the President or presiding officer for review and editing within two weeks of the meeting.

2. Submit a summary of formal actions (motions passed) by the Board of Directors, Executive Committee or Branch membership meetings to the Newsletter editor and to the Web Manager for posting on the website. 

3. Maintain copies of the minutes of meetings, Bylaws, Policies, the Strategic Plan and the list of officers, committee chairs and appointees.

4. Act as parliamentarian.

Treasurer

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings.
2. Receive member’s payment for meals at dinner meetings.

3. Pay Woman’s Club for cost of meal at dinner meetings. 

4. Prepare an annual report to be submitted to the president by June 30.
Appointed Directors

Public Policy/Voter Education Director

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings.

2. Educate members about the political process, the AAUW and AAUW Iowa Public Policy Program and issues in order to influence and stimulate action.

3. Inform members how to sign up for and use the Washington Update, Two Minute Activist, and Megavote.

4. Promote action on local, state, national and international public policy priorities of AAUW via email messages or newsletter articles.
5. Build or join coalitions to work on public policy issues, voter education, and sponsorship of public forums.

6. Inform the Board of the purpose of the coalition and its activities.
7. Participate in planning, and publicizing the Legislative Public Forums, which are co-sponsored by the Branch.

8. Present public policy priorities to elected and appointed officials, the public and the media.

9. Integrate public policy and voter education into branch programming when possible.

10. Prepare an annual report to be submitted to the president by June 30.

Standing Committees
Scholarship Committee

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings as needed. (not a voting member of the Board)
2. The chair should select members of the committee and provide the names of committee members to the President and Board.

3. Annually review the criteria, application form, procedures, and timelines for the Cedar Falls Branch Transition Scholarship and recommend revisions as needed.
4. Work with the Board, Branch Treasurer, and the Cedar Falls Civic Foundation to coordinate assignment of funds for the scholarship.

5. Work with representatives of Hawkeye Community College and the University of Northern Iowa to advertise the scholarship.

6. Receive and review scholarship applications and recommend a recipient to the Board for its consent.
7. Present the scholarship to the recipient (at the Annual Meeting) and arrange for publicity related to awarding the scholarship.

8. Inform the membership about the branch scholarship and promote voluntary donations to the scholarship fund.

9. Assist the Fundraising Committee with fundraising for the scholarship as appropriate.

10. Prepare an annual report to be submitted to the president by June 30.

Bylaws and Policy  (see President)
1. The President serves as chair of the committee and selects committee members.
2. Review branch Bylaws to ensure they conform to current AAUW Iowa Bylaws.

3. Review branch Bylaws and Policies (including Duties and Responsibilities) for needed revisions. 
Appointed Positions

Gender Equity/Diversity

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings as needed. (not a voting member of the Board)
2. Inform the Board and members about gender equity/diversity issues and activities.

3. Promote participation in the Cedar Valley Discover and Discuss Diversity meetings.

4. Partner with the Public Policy/Voter Education Director to write a letter to the editor and plan an event for Equal Pay Day, partnering with other organizations when possible.

International Affairs

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings as needed. (not a voting member of the Board)
2. Inform members about international issues that directly affect women and girls throughout the world, such as domestic violence, human trafficking, rape as a weapon of war, displacement, hunger, water shortage, and education.
3. Encourage participation in the Cedar Valley United Nations Association meetings and programs.

4. Partner with other organizations to recognize International Women’s Day or Human Rights Day.

5. Support the UNI International Friendship Program by informing members of its purpose and activities, encouraging members to host an international student, and by attending the annual Thanksgiving dinner.

6. Coordinate with and support the International Studies Interest Group.

University/College Relations

1. Submit a written report as appropriate prior to Board meetings and attend Board meetings as needed. (not a voting member of the Board)
2. Recruit institutional memberships.

3. Encourage working relationships between college/university members and branch members.

4. Facilitate the recruitment of student affiliate members.

5. Enable greater focus on educational equity for women and girls.

Historian

1. Attend Board meetings as appropriate (not a voting member of the Board).

2. Photograph participants at AAUW or Branch events, provide photos for publicity purposes, and maintain photos for Branch records.
3. Archive official branch documents which are stored at Cedar Falls Historical Museum.
4. Serve as a resource person regarding branch history.

Community Action Projects and Study/Interest Groups 

1. Community Action Projects and Study/Interest Groups should support the mission, values and Strategic Plan of the Branch and the interests of the members.

2. Each is led by a chairperson or facilitator. The group is responsible for planning activities, setting meetings, encouraging participation and publicizing its meetings or activities. There are no required duties for these groups since the groups may change year to year.

3. At the transition Board meeting, usually held in June, the chair or facilitator should provide the Board with:

a. a recommendation whether or not the community action project or study/interest group should continue in the next year.
b. the name, purpose and activities of any new projects or groups.
c. the name of the chair or facilitator.
4. A brief paragraph about the group should be written by the chair or facilitator for inclusion in the Yearbook. It is needed by the end of July if not provided at the transition Board meeting.

5. A brief annual report should be submitted by the chair or facilitator to the President by June 30.
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