Exhibit F
Volunteer Role Description President Elect
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NAWBO-SFBA Volunteer Role Description
President Elect

	Role:
	President-Elect

	General Function:
	Apprentice to President

	Board Director:
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Officer/Executive Committee; Voting Board Member




Purpose of the Role:

	The President-Elect position serves to prepare an individual to assume the Chapter Presidency in the subsequent year.  This Officer is responsible to learn and be responsive to the President’s duties and responsibilities, and to the Chapter’s leadership needs; readying her for a graceful transition to and successful year as President.

General Description:

The President-Elect attends all Board meetings, and is involved in all matters of strategic significance to the Chapter. In her apprentice role, she confers with the President prior to, during and after each monthly Board and general chapter meeting relative to objectives, agenda and programs.  The President-Elect also interacts with the other Officers and Vice Presidents to understand and support their functions. 

Specific Activities this Role is Responsible For:

1. Board of Directors Recruitment.  The President-Elect is responsible to determine the make-up of the Board of Directors that will serve in her term, and to recruit and nominate or appoint those individuals as the Bylaws and Policy and Procedure Manual dictates.

2. Preparation of Chapter Budget.  The President-Elect works with the Treasurer to organize and propose a Chapter budget for the year in which she’ll serve as President.

3. Board Retreat.  The President-Elect determines the agenda for, and organizes and prepares for the Board of Directors retreat held prior to her term as President. This helps with continuity of the Board.  

4. Chapter Leadership.  The President-Elect fills in for the President at Board Meetings and other events in the President’s absence.

5. Gala Awards Event.   The President-Elect works closely with the organizing Committee (as a Co-Chair or Committee Member if she would like) to assure that Chapter goals relative to event sponsorship, attendance, and community visibility are achieved, and to prepare for her role as co-master of ceremonies at the Gala Awards event, if she would like.  

Sub-Committees:

The President-Elect has no formal oversight of sub-committees.  She has the wherewithal, under the President’s or Board’s direction, to form ad-hoc committees and task forces specific to certain initiatives and projects.

Expected Monthly Time Commitment:	15-35 hours per month

General Requirements:

· As her schedule permits, the President-Elect should attend Chapter meetings and events other than the regular monthly meetings:
· Member Only Mixers
· New Member Orientations
· Professional Development Forums
· Other special meetings or events
· Attend all Executive Committee meetings and Board of Director meetings
· The President-Elect should familiarize herself with the NAWBO-SF Entrepreneurs Economic Institute; including its structure, leadership, mission and goals.
· The President-Elect should familiarize herself with the Chapter’s governance, general policies and procedures, and with key performance measures.
· Attend the August Board retreat and the mid-year retreat in January
· Attend all President’s Assembly Steering Committee (PASC) webinars
· Attend as many NAWBO National webinars as she can
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Experience Desired | Required:

· Significant prior experience in a corporate or organizational leadership role
· Highly professional in appearance and actions
· Comfortable in a collaborative/volunteer environment
· Self-directed and self-motivated
· Track record of success in business
· Excellent verbal and written communications skills
· Prior experience serving on the NAWBO-SFBA Board of Directors preferred
· Outgoing personality
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms




Exhibit G
Volunteer Role Description – Treasurer
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NAWBO-SFBA Volunteer Role Description
Treasurer

	Role:
	Treasurer

	General Function:
	To oversee the financials of the organization, analyze and report to the Board. Support VP’s with budget process and approve and process check reimbursements 

	Board Director:
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Officer/Executive Committee; Voting Board member




Purpose of the Role: 

The Treasurer’s purpose is to oversee the financials of the organization and maintain a healthy financial status for NAWBO-SFBA. She is to promote strong Board performance through analysis of monthly financials and individual VP budgets.  She is to maintain the check request process through approval and submittal.  

Check Request Process:

1. All check requests submitted for payment must be within the approved budgeted parameters.  Any expenditure beyond the approved budget must be approved by the Executive Committee and, depending on the financial impact on the Organization, approved by the Board.
2. All check requests must have supporting documentation attached, including but not limited to invoices, supporting documentation and/or email correspondence on approvals. 
3. All check requests must be submitted via e-mail to Wendi or directly uploaded to Basecamp in the Finance Committee project.
4. Approval Process:
a. All payments require Elected Officer signature 
b. For requests under $500, send completed & authorized request directly to Administrator vie e-mail and uploaded to Basecamp - Finance Committee for payment.  
c. For requests over $500, send completed & authorized request to Treasurer via e-mail and uploaded to Basecamp - Finance Committee, which will be reviewed and, when approved, promptly forwarded to the Administrator for payment.
d. For requests over $1,000, the check request must be approved by the current President and Treasurer.
5. Unless otherwise specified, all check runs are performed on the 10th and 25th of the month.   To ensure a check to be printed or scheduled for online Bill Pay, have all documentation to the Administrator via e-mail or uploaded to Basecamp – Finance Committee two days before.
6. If there are checks to be run, the Administrator will send the Treasurer a package with the checks and supporting documentation.  The Treasurer signs the checks and mails them to the recipients. Otherwise all payments will be paid via online Bill Pay at the direction of the Treasurer.

Budget Process:

1. In May, each Committee chair is provided the prior year vs. actual results and a Budget template to fill out by the deadline in June.
2. In June the Executive Committee meets to pull all the committee budgets together into one Master budget that will be presented to the Board for approval.
3. In July’s first meeting, the budget for the year is approved by the Board.
4. Each month thereafter, the Board is provided a Budget vs. Actual year to date comparison to make sure each committee is adhering to their budget and staying on track.

Specific Activities this Role is Responsible For:

1. Planning. Treasurer works with the Vice Presidents of each program and their committees to plan, calendar and implement programs for each year/season.

1. Recruiting. The Treasurer is actively recruiting volunteers to her finance committee and helping to recruit committee members for other areas in order to have sufficient help to effectively execute the programs. She is responsible for finding and training her replacement when her term is up so that there is a gracious and continuous transition.

1. Leadership. The Treasurer communicates with all of the Vice Presidents to ensure that activities and programs are being executed as planned and that anyone who needs help receives it.

1. Reporting. On the first Monday of each month the Treasurer submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

1. Technology requirements:
5. Utilizing Basecamp: Seek out and collect key documents for inclusion in the repository
a. Educate current and incoming board members on the protocols of the finance committee

Expected Monthly Time Commitment:	8-10 hours per month

General Requirements:

· Coordination of all finance committee meetings/calls (4x per year)
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Analyze and present financial status to the Board on a periodic basis
· Answer any questions and make recommendation to the Board for financial health
· Regular attendance at the Member Only Mixers and New Member Orientations (or have ADs attend)
· Attend the August Board retreat and the mid-year retreat in January
· Regular reporting to President and/or President Elect for Executive Committee review
· Regular attendance at Executive Committee meetings called by the President and give input and analysis regarding all topics discussed. 
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Experience Desired | Required:
· Exceptional organizational, management, and people skills
· Exceptional understanding of finances and financial reports
· Detail-oriented and focused
· Exceptional written and electronic communication skills
· Proactive leader
· Ability to partner well with others
· Understands technology areas (Basecamp, Dropbox, QuickBooks Online, Microsoft office)
· Outgoing personality
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms



Exhibit H
Volunteer Role Description – Secretary
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NAWBO-SFBA Volunteer Role Description
Secretary 

	Role:
	Secretary

	General Function:
	Provide support to the Board and its President through creation, collection, maintenance, distribution, and retention of documents and other communication.

	Board Director: 
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Officer/Executive Committee; Voting Board member




Purpose of the Role:

The Secretary position serves to ensure that the Board is well-informed and up-to-date on Board activities, meetings, financial data, and other communications.  Additionally, the Secretary provides communication to the National Office on behalf of the Board for legal/financial documentation purposes.  Finally, the Secretary is responsible for managing the documentation and retention of key NAWBO information for the sustainability of the organization. 

General Description:

The Secretary creates and distributes meeting minutes, agendas, and other Board documentation on a monthly basis as well as acts as an overseer and manager of essential Board materials with the President, President-Elect and VP of Board Strategy and Development.
 
Specific Activities this Role is Responsible For:

6. Planning. Compiles and prepares the Board meeting agendas and Board packets the week prior to each meeting.  Records, publishes, circulates, and retains meeting and retreat minutes.  Additionally, act as communication conduit for President. Works with all Board members and administrative staff to manage, collect, publish and retain essential NAWBO-SFBA Board materials.

7. Recruiting. The Secretary works with all Board members and assists with recruitment as help is needed.

8. Leadership. Supporting Board meeting effectiveness through thorough understanding of chapter bylaws and Robert’s Rules of Engagement.  Acts as a resource for the President and the Board in meeting protocol.

9. Reporting. On the first Monday of each month the Secretary makes sure that all VPs have submitted an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

10. Technology requirements:
a. Utilizing technology (Basecamp currently):
i. Manage the information repository
ii. Keep Basecamp protocols current —revisit at least annually with President
iii. Educate current and incoming Board members on the protocols
iv. Cut out non-current or applicable documents from the repository on an annual basis or as needed within the Board year.
v. Work with Marketing VP or technology AD, to ensure that access to the various areas of the repository is current and sufficient.  Especially important as fiscal years transition, to add and delete NAWBO leadership access (including committee members, ADs, VPs, etc.).

General Requirements:

· Work with administrative staff and President to assure that all required information is presented and obtained with the succession of the incoming Board (e.g., covenantal obligations). 
· Work with the VP of Board Strategy & Board Development to ensure that global processes and job descriptions are updated, as needed, annually.  
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations
· Attend monthly Executive Committee meetings as convened by President and provide a strategic voice
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Expected Monthly Time Commitment:	5-10 hours per month

Experience Desired | Required:

· Exceptional organizational, management, and process skill set
· Detail-oriented and focused
· Exceptional written and electronic communication skills
· Proactive leader
· Ability to partner well with others
· Required to be in business 2 years
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms


Exhibit J
Volunteer Role Description – Vice President Board Strategy and Development
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NAWBO-SFBA Volunteer Role Description
Vice President, Board Strategy and Development

	Role: Vice President
	Board Strategy and Development

	General Function:
	Promote stronger Board performance through new director on-boarding, succession planning, existing director mentoring, and strategic planning support.

	Board Director:
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Officer/Executive Committee; Voting Board member




Purpose of the Role:

	Board Strategy and Development is a multi-pronged position designed to create a supplemental level of developmental support for Board members currently serving, but especially to act as a mentor for those transitioning onto the Board.  Additionally, this role is focused on supporting the President and the President-Elect in creating and executing the strategic planning elements of their roles, specifically strategic planning preparation, facilitation, and initiative development ownership and execution.  The overall purpose of this role is to promote stronger Board performance through new director on-boarding, succession planning, existing director mentoring, and strategic planning support.

General Description:

The Vice President of Strategy and Board Development will be responsible for bringing all new directors up-to-speed on her role and responsibility on the NAWBO-SFBA Board, act as a resource or sounding board for existing members relative to Board responsibilities and cross-committee/position questions, support succession planning and finally to perform as a strategic resource for the President and the President-Elect as they create discussions and forums to advance Chapter goals and objectives.  

Specific Activities this Role is Responsible For:

11. Board Curriculum and Training.  The Vice President of Board Strategy and Development will be responsible for maintaining the existing training curriculum and creating new content as needed.  Based on the Board transitional needs, the VP will establish a training schedule and is expected to have completed introductory NAWBO-SFBA Board Member Training within 4 weeks of the Director joining the Board. 

12. Board Playbook Evolution and Maintenance.  The Board Playbook is the key reference guide for all Board Members as they enter the Board and throughout their tenure.  Presented upon entry, the binder will include all job descriptions, covenants, and a reference guide.  These materials will be available on Basecamp as well and must be kept current and relevant.

13. Planning Support.  The VP of Board Strategy and Development is responsible for working with the President and President-Elect to help design, facilitate, and support the outputs of the annual and mid-year retreats.  In conjunction with the President, the VP designs an annual Planning Calendar to ensure, in part, that planning and investment need identification proceeds budget development.

14. Succession Planning.  The VP of Board Strategy and Development actively collaborates with the President and the President-Elect on the planned succession of the Board members.  In this process, the needs of the Board are considered as well as the needs of the individual Directors in determining a potential transition to other positions on the Board or positions external to the Board.  The intent is to retain strong contributors within the NAWBO-SFBA leadership and membership ranks and to utilize their talents beyond their current Board position. The VP is to help recruit new members to the Board.

15. Leadership. The VP of Board Strategy and Development communicates with all of the Board members to ensure that activities and programs are being executed as planned and that anyone who needs help receives it.

16. Reporting. On the first Monday of each month the VP of Professional Development submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

17. Technology requirements:
a. Utilizing Basecamp: Seek out and collect key documents for inclusion in the repository
1. Educate current and incoming board members on the protocols

Expected Monthly Time Commitment: 25 hours per month from May-August during the Board transition and annual retreat timeframe.  Subsequently 10 hours/month except during mid-year retreat planning cycle in early winter (December or January timeframe).

General Requirements:
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)
· The Vice President should be a secure business owner who can fulfill the obligations and demands of the position without undue hardship to her business.
· The Vice President should be familiar with the Chapter’s governance, general policies and procedures, and with key performance measures.



Experience Desired | Required:

· It is preferred and highly recommended that the Vice President has:
· Two-plus years on the NAWBO-SFBA Board of Directors;
· Is a current Board member or has been within the last seven years;
· Has prior experience serving on Chapter committees in key role(s).
· Demonstrated leader, who encourages, inspires and mentors leadership in others.  Coaching, training and/or mentoring experience is preferable, but not essential.
· Demonstrates strong organizational skills.
· Is respected by existing Board members for contribution to the Board and the Chapter and for knowledge of the organizational operations of the Chapter, its Board, and its membership.
· Excellent verbal and written communications skills.  Ability to revise and possibly design training content.
· Has a confident personality and is approachable; is respectful and sensitive to diverse opinions, cultures and values.  Can collaborate effectively and, as needed, work to find a creative shared solution.
· Is visionary, insightful and future‑oriented; supports the NAWBO Mission and Vision Statements.
· Preferable to have prior experience in organizational planning and planning session design and facilitation.
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms



Exhibit K
Volunteer Role Description – Vice President Corporate Partner Relations
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NAWBO-SFBA Volunteer Role Description
Vice President, Corporate Partner Relations

	Role: Vice President
	Corporate Partner Relations

	General Function:
	Provide leadership to Chapter’s Corporate Partner Recruitment and Stewardship Activities 

	Board Director:
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Vice President; Voting Board member




Purpose of the Role:
 
The VP Corporate Partner Relations is a primary contributor to the financial health and sustainability of the chapter by ensuring an ongoing revenue stream through strategic partnerships with corporations.

General Description:

The VP CP Relations oversees the creation of mutually beneficial, strategic, partnership alliances with companies and organizations that commit to building a long-term relationship with NAWBO-SFBA. This role leads a team that includes partner relationship executives who identify and solicit corporate partners and partner relationship managers who steward our corporate partners and ensure mutual satisfaction with the sponsorship. This role also works in partnership with the board and serves as a voice of our chapter’s corporate partners. 

Specific Activities this Role is Responsible For:

5. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Planning. The VP CP Relations works with the overall Board of Directors to determine fundraiser requirements for the year and desired composite of corporate partner mix.

6. Recruiting. The VP CP Relations is actively recruiting volunteers to her committee in order to sufficiently recruit and steward corporate partners. She is actively looking to recruit and maintain committee members in the following three categories: (1) Sponsorship Development (responsible for developing and pursuing leads to bring in new Corporate Partners), (2) Benefits Administration (responsible for tracking promised benefits to ensure that Corporate Partners are given the promised benefits), and (3) Relationship Management (responsible for maintaining relationships with existing Corporate Partners).


7. Leadership. The VP CP Relations communicates with all of the sub-committee members to ensure that activities and programs are being executed as planned and that anyone who needs help receives it.

8. Reporting. On the first Monday of each month the VP of Corporate Partner Relations submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

9. Promotion. The VP CP Relations is the liaison between the NAWBO-SFBA membership and its corporate partners, juggling the best interests of both parties to contribute to the success of the chapter. 

10. Gala Awards Event.   The VP CP Relations works closely with the organizing Committee and the VP of Marketing to assure that Chapter goals relative to event sponsorship, attendance, and community visibility are achieved.

11. Technology requirements:
a. Utilizing Basecamp: Seek out and collect key documents for inclusion in the repository under the Corporate Partners project
b. Educate current and incoming board members on the protocols of the Corporate Partner Relations committee

Expected Monthly Time Commitment:	15 to 25 hours per month

General Requirements:

· Coordination of monthly meetings/calls with all ADs
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations (or have ADs attend)
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)
· The VP CP Relations should be a secure business owner who can fulfill the obligations and demands of the position without undue hardship to her business.
· The VP CP Relations should be familiar with nonprofit fundraising and be comfortable selling sponsorships and “asking for money.”

Experience Desired | Required:

· Highly professional in appearance and actions
· Comfortable in a collaborative/volunteer environment
· Self-directed and self-motivated
· Track record of success in sales or fundraising
· Excellent verbal and written communications skills
· Has a confident personality and is approachable; is respectful and sensitive to diverse opinions, cultures and values.
· Has the ability to act as a gracious ambassador for NAWBO locally and nationally.
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms


Exhibit L
Volunteer Role Description – Vice President Community Relations
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NAWBO-SFBA Volunteer Role Description
Vice President, Community Relations

	Role: Vice President
	Community Relations

	General Function:
	Provide support to the Board and its President by fulfilling the role of Community Relations VP

	Board Member: 
	Yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Vice President; Board member




Purpose of the Role:

The Community Relations position serves to oversee three areas for the organization:   Affiliates, NAWBO California and NAWBO National.  There are AD’s in each of these positions that report to the Community Relations VP.  The VP ensures that the Board is well-informed and up-to-date on all three of these areas including, meetings, financial data, and other communications.  Additionally, the Community Relations VP provides communication to the President on updates in all three areas.  Finally, the Community Relations VP is responsible for managing the documentation and retention of key CR information into Basecamp for the sustainability of the organization. 

Specific Activities this Role is Responsible For:

1. The VP of Community Relations is Responsible for overseeing the following Associate Directors:
a. Oversee Affiliates Associate Director: 
i. Work on building stronger affiliations in the San Francisco Bay Area
ii. Update Affiliates Agreement with President and revise offerings
iii. Work on building relationships by attending multiple Affiliates events
iv. Host Affiliate Mixer with a Corporate Partner
v. Work on building strong presence in the San Francisco Bay Area
b. Oversee NAWBO-CA Associate Director:
i. Get reports from NAWBO-CA board member and report to board on any issues effecting NAWBO-SFBA
c. Oversee NAWBO National Associate Director
i. Get updates from NAWBO National news and report to board on initiatives with NAWBO National.

2. Planning. The VP Community Relations works with the overall Board of Directors to grow NAWBO-SFBA’s presence in the community through different local and national initiatives.

3. Recruiting. The VP Community Relations is actively recruiting volunteers to her committee in order to sufficiently recruit and steward affiliate partners. She is actively looking to recruit and maintain committee members to engage with our affiliate organizations and the NAWBO-CA board and the NAWBO National directors.

4. Leadership. The VP Community Relations communicates with all of the sub-committee members to ensure that activities and programs are being executed as planned and that anyone who needs help receives it.

5. Reporting. On the first Monday of each month the VP of Community Relations submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

6. Promotion. The VP Community Relations is the liaison between the NAWBO-SFBA membership and its affiliate partners, NAWBO-CA, and NAWBO National, juggling the best interests of both parties to contribute to the success of the chapter. 

7. Gala Awards Event.   The VP Community Relations works closely with the organizing Committee and the VP of Marketing to assure that Chapter goals relative to event attendance and community visibility are achieved.

8. Technology requirements:
a. Utilizing Basecamp: Seek out and collect key documents for inclusion in the repository under the Corporate Partners project
b. Educate current and incoming board members on the protocols of the Community Relations committee

General Monthly Requirements:

· Organize meetings with your 3 AD’s when necessary 
· Attend any planning meetings for Affiliate events/Gala regarding Affiliate attendance
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations (or have ADs attend)
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Expected Monthly Time Commitment:	5-10 hours per month

Experience Desired | Required:

· Exceptional management and communication skills
· Interest in building awareness and exposure for NAWBO-SFBA
· Written and electronic communication skills
· Proactive leader and Outgoing personality
· Ability to partner well with others
· Able to use your position to build the exposure of NAWBO-SFBA
· Required to be in business 2 years
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms


Exhibit M
Volunteer Role Description – Vice President Member Services
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NAWBO-SFBA Volunteer Role Description
Vice President, Member Services

	Role:  Vice President 
	Member Services

	General Function:
	Oversee Professional Development Forums, Leaders’ Circle liaison and Success Circle liaison as needed through creation, collaboration, maintenance, team building, and retention of AD’s and committees.

	Board Director: 
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Vice President; Voting Board member




Purpose of the Role:

VP of Member Services is a Director on the NAWBO-SFBA board and oversees the activities relative to membership: Recruitment of new members, Member Retention and Member Engagement.  In addition to overseeing the committees outlined below, the VP of Member Services prepares a board report, attends monthly board meetings, and holds a monthly call or meeting with the member services committee members. The VP works with other board members to develop strategy and programs to enrich and improve the quality of NAWBO-SFBA programs so that members stay engaged, i.e. New Member Orientations and Member Only Mixers.

Specific Activities this Role is Responsible For:

1. The VP of Member Services is responsible for overseeing the following Associate Directors:
12. Oversee Member Recruitment Associate Director: 
0. Assist new members with the Navigating NAWBO 30 Day Challenge
0. Work on building stronger connections among corporate partners and affiliate partners in the San Francisco Bay Area to foster the growth of the membership
0. Organize and find a host for the New Member Orientations: Purpose and General Overview of the New Member Orientation: This event is open to non-members, potential members, new members and seasoned members who want to learn more about NAWBO-SFBA and want to get more involved to optimize their membership.
12. Oversee Member Engagement Associate Director:
1. Follow the 55 Day Engagement Plan
1. Organize Member Only Mixers, find a host member or corporate sponsor in various regions throughout the Bay Area to have wine and cheese events where members cane mingle and build relationships and connections
1. Work to get members involved on committees
1. Follow up with members to make sure they are attending Chapter programs and events
1. Member engagement and member retention complement each other. The more the member is involved, the better they understand the overall value of NAWBO. An easy way for a member to get involved is by joining a committee. In addition, other chapters have created challenges for new members as a way to get them excited about their membership
12. Oversee Member Retention Associate Director
2. Follow the NAWBO National suggested protocol for reaching out to recently lapsed members and soon to renew members
2. Current NAWBO members are the best ambassadors of the benefits of NAWBO membership. Most NAWBO members join because they are invited by a member to attend an event. Therefore, the best way to attract new members is through current members referring new members to the chapter. There are various initiatives NAWBO is working on to help with membership recruitment and best practices shared by other local chapters. 

1. Planning. VP of Member Services works with the Associate Directors of each subcommittee to plan, calendar and implement member services programs for each year/season.

1. Recruiting. The VP of Member Services is actively recruiting volunteers to her AD Positions and helping to recruit committee members for those areas in order to have sufficient help to effectively execute the programs to retain and engage the NAWBO-SFBA membership.

1. Leadership. The VP of Member Services communicates with all of the AD’s to ensure that activities and programs are being executed as planned and that anyone who needs help receives it.

1. Reporting. On the first Monday of each month the VP of Member Services submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

1. Technology requirements:
17. Utilizing Basecamp: Seek out and collect key documents for inclusion in the repository
c. Coordinating with VP of Marketing and the Administrator to update website as appropriate with member services programs that are current.
d. Coordinate and update the VP of Marketing regarding upcoming events for the e-newsletter
e. Coordinate with the Administrator and Marketing VP so that new and renewing members are acknowledged in the e-newsletter and on all NAWBO-SFBA Social media platforms
f. Educate current and incoming board members on the member services protocols

Expected Monthly Time Commitment:	10-15 hours per month

General Requirements:

· Coordination of monthly meetings/calls with all Member Services committee members
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations (or have ADs attend)
· Regular reporting to President and/or President Elect for Executive Committee review
· Attend the August Board retreat and the mid-year retreat in January
· Attend NAWBO National webinars as she is able
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Experience Desired | Required:

· Exceptional organizational, management, and people skills
· Detail-oriented and focused
· Exceptional written and electronic communication skills
· Proactive leader
· Ability to partner well with others
· Understands technology areas (Basecamp, Dropbox, Microsoft office)
· Outgoing personality
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms



Exhibit N
Volunteer Role Description – Vice President Professional Development
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NAWBO-SFBA Volunteer Role Description
Vice President, Professional Development

	Role:  Vice President 
	Professional Development

	General Function:
	Oversee Professional Development Forums, Leaders’ Circle liaison and Success Circle liaison as needed through creation, collaboration, maintenance, team building, and retention of AD’s and committees.

	Board Director: 
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Vice President; Voting Board member




Purpose of the Role:

VP of Professional Development is a Director on the NAWBO-SFBA board and oversees the activities relative to the following programs: Professional Development Forums, Leaders’ Circle and Success Circles liaison.  In addition to overseeing the committees outlined below, the VP of Professional Development prepares a board report, attends monthly board meetings, holds a quarterly call or meeting with the professional development chairs and works with other board members to develop strategy and programs to enrich and improve the quality of NAWBO-SFBA programs.

Specific Activities this Role is Responsible For:

1. Planning. VP of Professional Development works with the Associate Directors of each program and their committees to plan, calendar and implement programs for each year/season.

1. Recruiting. The VP of Professional Development is actively recruiting volunteers to her AD Positions, facilitators for the professional development forums and Success and Leaders’ Circles and helping to recruit committee members for those areas in order to have sufficient help to effectively execute the programs.

1. Leadership. The VP of Professional Development communicates with all of the AD’s to ensure that activities and programs are being executed as planned and that anyone who needs help receives it.

1. Reporting. On the first Monday of each month the VP of Professional Development submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

1. Technology requirements:
17. Utilizing Basecamp: Seek out and collect key documents for inclusion in the repository
h. Coordinating with VP of Marketing and the Administrator to update website as appropriate with programs that are current.
i. Coordinate and update the VP of Marketing regarding upcoming events for the e-newsletter
j. Coordinate and update the NAWBO Administrator regarding changes to the e-alert regarding professional development forums
k. Educate current and incoming board members on the protocols

Expected Monthly Time Commitment:	8-10 hours per month

General Requirements:

· Coordination of all Ads and Forum Facilitators at Professional Development meetings/calls (4x per year)
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations (or have ADs attend)
· Regular reporting to President and/or President Elect for Executive Committee review
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Experience Desired | Required:

· Exceptional organizational, management, and people skills
· Detail-oriented and focused
· Exceptional written and electronic communication skills
· Proactive leader
· Ability to partner well with others
· Understands technology areas (Basecamp, Dropbox, Microsoft office)
· Outgoing personality
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms



Exhibit O
Volunteer Role Description – Vice President Marketing
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NAWBO-SFBA Volunteer Role Description
Vice President, Marketing

	Role:  Vice President 
	Marketing

	General Function:
	Oversee general Chapter brand and marketing

	Board Director: 
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Vice President; Voting Board member




Purpose of the Role:

VP of Marketing is a Director on the NAWBO-SFBA board and oversees the activities relative to the brand of the Chapter, e-newsletters, e-alerts, website content and social media.  In addition to overseeing the committees outlined below, the VP of Marketing prepares a board report, attends monthly board meetings and works with other board members to develop strategies and programs to enrich and improve the quality of NAWBO-SFBA programs.

Specific Activities this Role is Responsible For:

1. Planning. VP of Marketing works with the Associate Directors and their committees to plan, calendar and implement programs for marketing each year/season. Some of the marketing tools that the Marketing VP will oversee include:
23. E-Newsletter: Evaluate the e-newsletter to make sure it is being used most effectively for membership, and how it could be modified in terms of content, design, frequency. 
23. Constant Contact E-Alerts: Evaluate the e-Alert to make sure it is being used most effectively for membership, and how it could be modified in terms of content, design, frequency.
23. [bookmark: NAWBOBlog]Website: Evaluate the content on the website and make sure it is being used more effectively for membership, corporate partners and affiliate partners, and how it could be modified in terms of content and design.
23. NAWBO Blog: Committee sub-chair works with Marketing VP to identify potential bloggers. Blog prospects to be approved by VP chair prior to invitation. Committee sub-chair creates an annual schedule for bloggers to follow so they can plan ahead.
23. Social Media: The VP is responsible to consider in developing policies around any restrictions or regulations on content for posts, Frequency for posts, Who can post, Why to post, and How to link to NAWBO blog, website and other interactive initiatives
23. Preparation of all collateral material including flyers for all Professional Development Forums, Educational Speaker Series and other member services events
23. Management of any Press Releases regarding the Chapter
23. Management and preparation of collateral at all Trade Shows. The Administrator will assist with the organization of the material.

1. Recruiting. The VP of Marketing is actively recruiting volunteers to her AD Positions, and helping to recruit committee members for those areas in order to have sufficient help to effectively execute the marketing strategy.

1. Leadership. The VP of Marketing communicates with all of the AD’s to ensure that marketing strategies are being executed as planned and that anyone who needs help receives it. The VP of Marketing communicates with the Executive Committee to make sure that the marketing strategy is in alignment with the general strategy of the organization. The VP of Marketing works with the other VPs to promote cross-committee alignment.

1. Reporting. On the first Monday of each month the VP of Marketing submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

1. Technology requirements:
17. Utilizing Basecamp: Seek out and collect key documents for inclusion in the repository
m. Coordinating with VP of Professional Development, VP of Programs and the Administrator to update website as appropriate with programs that are current.
n. Coordinate and update the VP of Programs and VP of Professional Development regarding upcoming events for the e-newsletter
o. Coordinate and update the NAWBO Administrator regarding changes to the e-alert regarding professional development forums and Educational Speaker Series
p. Educate current and incoming board members on the marketing protocols

1. Gala Awards Event.   The VP of Marketing works closely with the organizing Committee and the VP of Corporate Partner Relations to assure that Chapter goals relative to event sponsorship, attendance, and community visibility are achieved.

Expected Monthly Time Commitment:	10-18 hours per month

General Requirements:

· Preparation of Marketing Annual Schedule
· Coordination of all Marketing meetings/calls (4x per year)
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations 
· Regular reporting to President and/or President Elect for Executive Committee review
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Experience Desired | Required:

· Exceptional organizational, management, and people skills
· Detail-oriented and focused
· Exceptional written and electronic communication skills
· Proactive leader
· Ability to partner well with others
· Understands technology areas (Basecamp, Dropbox, Microsoft office)
· Outgoing personality
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms



Exhibit P
Volunteer Role Description – Vice President Programs
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NAWBO-SFBA Volunteer Role Description
Vice President, Programs

	Role:  Vice President 
	Programs

	General Function:
	Oversee Educational Speaker Series 

	Board Director: 
	yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Vice President; Voting Board member




Purpose of the Role:

The Vice President of Programs function is to provide leadership for presenting outstanding monthly dinner meetings for the San Francisco Bay Area chapter of NAWBO. These meetings will include excellent programs, opportunities for members to showcase their businesses, informal and formal networking all with the intention of maximizing the value and engagement of members and guests. 

Specific Activities this Role is Responsible For:

1. Planning. The Vice President of Programs works with the President and the Executive Committee to determine the theme for Programs for the Year. Sufficient time, thought and coordination are needed to produce a level of Programs commiserate with NAWBO’s level of professional expectations. Long range planning includes developing a yearlong calendar of programs reflecting the theme for the year. Preparing a budget including anticipated income and expenses for the year is required.  Short term planning is required for successful execution of each monthly meeting including the venue, the menu, the seating arrangement, the agenda, audio-visual, showcase tables & raffle. It is the Programs Committee role to develop the agenda for each monthly meeting and to inform the President, the Speaker, the VP of Member Services, the Administrator, and any other relevant speakers/facilitators of the dinner meeting of their allotted time in the agenda and assist them to comply with the expectations set forth in the agenda.

2. Recruiting and mentoring. The breadth of Services and Responsibilities provided by Programs requires a strong and able committee. The Programs VP will actively recruit and mentor volunteers so that they are knowledgeable about the scope of services required each month, can grow in leadership opportunities and be prepared for the role as Program VP should they desire.  

3. Communicating. The VP of Programs encourages 2-way communication with committee AD’s and volunteers inviting their input to improve the meetings and the members’ experience. Appropriate training to be provided as needed. Communication with other board members and committee chairs on an ongoing basis is necessary. 

4. Executing. The VP of Programs is ultimately responsible for each monthly meeting in its entirety.
a. Attendance at each monthly dinner meeting is necessary. 
b. Emcee of the evening. 
c. Welcome and begin the meeting, implement prepared agenda, introducing each aspect of the program.
i. Announcements regarding to NAWBO events and issues
d. Speaker: selecting, securing, getting promotional materials bio/photo to the VP of Marketing, guiding, securing AV needs, prepping, address speaker questions about the event and membership, obtaining any handout from the speaker if they want one and sending it to Administrator for printing
e. Hotel: Communicate with the Administrator and hotel in regards to menu, layout, AV, timing of the wait service, any special requirements or feedback to remediate for the evening.

5. Leadership. The VP of Programs communicates with all of the AD’s to ensure that activities and programs are being executed as planned and that anyone who needs help receives it.
a. Associate Director - Showcase Table and Gifts: Obtain list of Showcase Table Hosts for evening from the Administrator, names, #s, then contact each to collect business intro to read and raffle gift item to announce from podium.  On-site at dinner meeting, announce the showcase table hosts, their business and do the drawing for the raffle winners.  This AD is also responsible for ordering the speaker gifts annually and making sure the appropriate number of gifts actually gets to each dinner meeting.  
b. Associate Director - Communications: Responsible for all written materials for the committee: Committee Meeting Minutes, Agenda Management, Prepare PowerPoint Presentation, Marketing blurbs for NAWBO website and weekly e-Alert, Handouts, Announcements, Surveys. The Administrator will handle some of these responsibilities so there needs to be collaboration and communication with the Administrator.
c. Associate Director – Financials & Reporting: Review financial reporting and invoicing from the Administrator each month to check bottom line for each dinner meeting with annual budget.  Collect, analyze and distill dinner meeting survey feedback into a report for the VP each month. The Administrator will handle some of these responsibilities so there needs to be collaboration and communication with the Administrator.

6. Reporting. On the first Monday of each month the VP of Programs submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.

7. Technology requirements:
q. Coordinating with VP of Marketing and the Administrator to update website as appropriate with programs that are current.
r. Coordinate and update the VP of Marketing regarding upcoming events for the e-newsletter
s. Coordinate and update the NAWBO Administrator regarding changes to the e-alert regarding upcoming ESS 

Expected Monthly Time Commitment:	20 hours per month


General Requirements:

· Coordination of all ADs and periodic meetings/calls as necessary
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Monthly reporting of survey results and upcoming programs (The Administrator will assist)
· Regular attendance at the Member Only Mixers and New Member Orientations 
· Coordinate with the Administrator the review of Survey results and report results to Board
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Experience Desired | Required:

· Leadership experience
· Public Speaking Comfort
· Ability to run a large event
· Self-sufficient work style
· Pro-active nature
· Computer skills, proficient in MS office
· Budgeting experience
· Outgoing personality
· Professional & Timely
· Organization
· Recruitment skills
· Assertiveness
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms


Exhibit Q
Volunteer Role Description – Vice President Public Policy
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NAWBO-SFBA Volunteer Role Description
Vice President, Public Policy

	Role: Vice President
	Public Policy

	General Function:
	Provide support to the Board and its President by fulfilling the role of Public Policy VP

	Board Member: 
	Yes

	Name of Individual Fulfilling the Role:
	

	Level:
	Vice President; Voting Board member




Purpose of the Role:

The Public Policy position serves to oversee three areas for the organization:   Local, California and National public policy.  There may be AD’s in each of these positions that report to the Public Policy VP.  The VP ensures that the Board is well-informed and up-to-date on all three of these areas including, current laws and changes in laws, changes in regulations, and other communications.  Additionally, the Public Policy VP provides communication to the President on updates in all three areas.  Finally, the Public Policy VP is responsible for managing the documentation and retention of key Public Policy information into Basecamp for the sustainability of the organization. 

Specific Activities this Role is Responsible For:
1. Oversee Associate Directors in all three levels.
a. Associate Director Initiatives: 
i. Work with legislators, State and National on Business and other Policy initiatives
ii. Create high level of awareness around public policy and how to affects women in business, within our organization
iii. Analyze and respond to legislation initiatives with prompt, time sensitive alertness.

2. Recruiting. The VP Public Policy is actively recruiting volunteers to her committee in order to sufficiently recruit and steward advocacy on behalf of women business owners. 

3. Leadership. The VP Public Policy communicates with all of the sub-committee members to ensure that activities and advocacy/public policy meetings held by NAWBO National are attended and any local advocacy and public policy meetings are being executed as planned and that anyone who needs help receives it.

4. Reporting. On the first Monday of each month the VP of Public Policy submits an activity report to the Board via Basecamp detailing the activities, success and challenges for that month.
5. Promotion. The VP Public Policy is the liaison between the NAWBO-SFBA membership and the local, state and federal legislative bodies.

General Requirements:

· Organize meetings with your 3 AD’s when necessary
· Attend any public policy meetings i.e. Small Business Network meetings (monthly), meetings with local, state and federal legislators (periodic)
· Regular attendance at the Thursday Dinner meetings and Board meetings (11 per year)
· Regular attendance at the Member Only Mixers and New Member Orientations (or have ADs attend)
· Attend the August Board retreat and the mid-year retreat in January
· Join all NAWBO-SFBA social media platforms (i.e. Facebook, LinkedIn and Twitter)

Expected Monthly Time Commitment:	5-10 hours per month

Experience Desired | Required:

· Exceptional management and communication skills
· Interest in building awareness and exposure for NAWBO-SFBA
· Interest in making an impact in public policy at the local, state and federal level
· Written and electronic communication skills
· Proactive leader
· Ability to partner well with others
· Able to use your position to build the exposure of NAWBO-SFBA
· Actively participate in social media by sharing and posting on the NAWBO-SFBA social media platforms
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