
       2020 Board Openings:  Specific Job Descrip7ons – 
Responsibili7es/Tasks

Program Chairs (two chairs )
NOTE: In 2019, the Ad Hoc Holis4c Program Commi;ee reviewed the 

work of the Program Commi;ee and proposed to the board a new vision of how 
program will func4on, called Program 2.0. The chairs’ responsibili4es may 
change slightly as Program 2.0 is further developed.    

- Oversee the Program Commi9ee (consis;ng of themselves and 
representa;ves from each issue commi9ee, other appointed commi9ee 
members, plus relevant staff, e.g., Managing Director), which has responsibility 
for ensuring the integrity and effec;veness of WILPF’s programma;c ac;vi;es, 
including fostering broad par;cipa;on of the organiza;on’s members in these 
ac;vi;es. 
- Are also members of the Steering Commi9ee, as well as other appropriate ad 
hoc commi9ees. One Program Commi9ee Chair or other Commi9ee member is 
also a member of the Na;onal Congress Commi9ee. 
- Serve as the board representa;ves of the WILPF na;onal Program Commi9ee 
and work suppor;vely with the board and relevant staff to nurture and advance
WILPF's na;onal and interna;onal program ini;a;ves. 
- With the board and relevant staff, WILPF's Program Chairs are responsible for 
ensuring the integrity and effec;veness of WILPF’s programma;c ac;vi;es.
- Convene monthly program mee;ngs. (Some mee;ngs are Program Commi9ee
mee;ngs, for the issue commi9ee chairs and other Program Commi9ee 
members; other mee;ngs  are announced as Program Calls, for WILPF 
members.) 
- Collaborate with the issue commi9ee chairs and other Program Commi9ee 
members to encourage them to develop program work in alignment with the 
fundamental aspects of Program 2.0:  set long-term goals and objec;ves, design
ac;vi;es and ac;ons for the par;cipa;on of branches and the general 
membership, and iden;fy unifying longer-term themes or campaigns to focus 
the work of the Program Commi9ee.
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- Stay current on issue commi9ee func;oning and plans, including, as possible, 
par;cipating in mee;ngs.
- Solicit reports from the issue commi9ees, their subcommi9ees, and other 
program bodies.
- Collaborate with relevant commi9ees on mini-grant alloca;ons. 
- Provide recommenda;ons for na;onal coali;ons or networks for WILPF 
par;cipa;on. 
- Along with the other board members, the Program Chairs par;cipate in the 
construc;on of the annual opera;ng budget, with special a9en;on to ensuring 
that programma;c priori;es are incorporated. Recommend par;cular budget 
funding for the several issue commi9ees.
- Based on agreed upon WILPF guidelines, collaborate with the issue 
commi9ees on funding for each commi9ee’s ac;vi;es, using funding from a 
variety of sources (including grants, dona;ons especially for par;cular 
commi9ees, and general WILPF funds).

Personnel Chair 
- Oversees the Personnel Commi9ee (comprised of the Personnel Chair, and 
members appointed by the Board and the Commi9ee Chair), which has 
responsibility for ensuring that all personnel policies are implemented, 
par;cularly in the areas of staff evalua;ons. 
- Makes recommenda;ons regarding personnel issues, including revisions of the
personnel policies, as needed to either the Finance or Steering Commi9ees. 
- Is also a member of the Steering Commi9ee, as well as other appropriate ad 
hoc commi9ees.
- Serves as a liaison between the board and staff.
- Expedites communica;on between commi9ee members.
- Chooses commi9ee members from board and/or non-board members.
- Coordinates any informa;on to be shared with other commi9ees.
- Serves on the Steering Commi9ee and par;cipates on all Steering Commi9ee 
conference calls.
- Provides a periodic wri9en report of progress and concerns at board mee;ngs.

Development Chair 
- Oversees the Development Commi9ee, which is responsible for ensuring the 
integrity and effec;veness of WILPF’s development ac;vi;es, including 
fostering broad par;cipa;on of the organiza;on’s members in ac;vi;es 
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intended to expand WILPF’s financial resource and support base. 
- Is also a member of the Steering and Finance Commi9ees, as well as other 
appropriate ad hoc commi9ees.  
- The Development Commi9ee Chair or other Commi9ee member is also a 
member of the Na;onal Congress Commi9ee. 
- Ini;ates the se[ng of goals for the Development Commi9ee, including short- 
and long-term fundraising plans, training and ac;vi;es, donor cul;va;on, and 
public rela;ons.
- Develops a rela;onship and works closely with Development staff.
- Liaison to the board between development and/or other relevant staff and the
President(s).
- Ensures that fundraising, membership developments, and programs are 
integrated.
- Keeps communica;ons open between commi9ee members.
- Serves on the Steering Commi9ee, so par;cipates on all Steering Commi9ee 
conference calls.
- Provides wri9en report of progress and concerns as needed for board 
mee;ngs.

Nomina7ng CommiEee Chair 
- Oversees the Nomina;ng Commi9ee (comprised of the Nomina;ng Chair and 
WILPF members with interest in expanding the number of people involved in 
the na;onal leadership of the Sec;on, appointed by the Nomina;ng Chair with 
Board agreement). The Commi9ee secures nomina;ons for delegates to the 
Interna;onal Congress, for the US Americas Liaison (i.e., liaison to the Americas 
Region Representa;ve on the Interna;onal Board), for elected board posi;ons, 
for any other ad hoc posi;ons that may arise, and – as possible – for WILPF US 
members to run for Interna;onal Board posi;ons, especially the Americas 
Region Representa;ve. The Commi9ee’s goal is to encourage par;cipa;on at 
the na;onal and interna;onal level, and help expand our leadership circles. 
- Is also a member of the Steering commi9ee, as well as other appropriate ad 
hoc commi9ees.  
- The Nomina;ng Commi9ee Chair or other Commi9ee member may also be a 
member of the Na;onal Congress Commi9ee.  
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Secretary 
- Collects all minutes from each board mee;ng.  
- Works to ensure that minutes are coherent, corrected and readily available for
reference. 
- Maintains a full record of both issue policy decisions, organiza;onal guidelines,
and administra;ve protocols and procedures taken by the board and ensures 
that these are disseminated within the organiza;on to all relevant subgroups 
and individuals. 
- Works to maintain consistency of board ac;ons with exis;ng decisions and 
policy.
- Compiles and collects all minutes from each board mee;ng.
 - Is a check point to ensure that all decisions made at a board mee;ng and by 
the board at other ;mes (such as via board emails) are recorded consistently 
and clearly.
- Works to ensure that Board minutes are coherent, corrected and readily 
available for reference.
- Serves as a member of the Steering Commi9ee and other appropriate ad hoc 
commi9ees.
- With assistance from staff, coordinates and organizes all archival informa;on, 
including annually contac;ng Board and issue commi9ee chairs in order to 
obtain and collect minutes of their commi9ee mee;ngs.
- Assists the President in the prepara;on of the agenda for mee;ngs and 
arranges ;mes for special mee;ngs.

At-Large Board Member 
- The descrip;on is inten;onally not specified. This board posi;on is designed to
a9ract younger and/or busier WILPF US members and give them the experience
of board membership with a lower level of responsibility than other board 
posi;ons. Addi;onally, the At-Large Board members are encouraged to 
volunteer for various board commi9ees and tasks that arise in the course of 
their term. The headings below provide key guidance on possible 
responsibili;es:

• Promote WILPF with inten;on 
• Respond to WILPF member inquiries 
• Support WILPF US opera;ons and standing commi9ee 
• Thank WILPF members and donors 
• Encourage and ac;vate WILPF members
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