AAUW Texas Job Descriptions

President

Overview of the position:  Develop, implement, and oversee all AAUW activities in Texas; conduct the business of AAUW in Texas; and serve as the primary AAUW liaison to the Texas branches, Association, and external communities. 

Overall responsibilities:
· Assemble and convene the AAUW Texas Board of Directors to plan, implement, and monitor AAUW activities in Texas.

· At least nine (9) months before the state convention, appoint an Elections Committee and a Site Selection Committee.

· Communicate with the AAUW Texas Board of Directors her vision for the state, commitment, and board expectations. 

· Working with the AAUW Texas Board of Directors, evaluate previous efforts of AAUW Texas and develop an AAUW Texas strategic plan that supports AAUW's current priorities. 

· Support board officers in carrying out the strategic plan and achieving its measurable goals and objectives. 

· Encourage collaboration and teamwork, link membership development and all programming, and weave diversity into all actions. 

· Participate on state coalitions that advance AAUW's mission. 

· Conduct AAUW business through AAUW Texas Board of Directors, AAUW Texas conventions and conferences, and the Association convention, in accordance with AAUW Texas and Association bylaws. 

· Serve as AAUW Texas spokesperson internally and externally. 

· Review and monitor the fiscal health of AAUW Texas, signing off on expenditures as appropriate. 

Specific responsibilities to branches:  

· Communicate regularly with branch presidents.  

Specific responsibilities to the Association:  

· Encourage the AAUW Texas Board of Directors and branches to support Association initiatives and programs. 

· Inform the Association of activities in Texas.

· Support AAUW's leadership development efforts by nominating AAUW Texas members for Association leadership positions.

Program Vice President

Overview of the position:  Assist state officers and branches in advocating for all women and girls through the development and implementation of programs and other projects that promote AAUW’s mission. 

Overall responsibilities:
· Convene an AAUW Texas Program Committee to plan and implement AAUW programs or other state education and equity programs and projects. 

· Evaluate previous program efforts and assess AAUW Texas program needs. 

· As part of the AAUW Texas strategic plan, develop a program/project action plan with specific and measurable goals and objectives, adapting the Association programs to fit Texas’ needs, strengths, and resources. 
· Work with other state officers and committees to integrate program goals with other state priorities. 

· Participate in coalitions that help promote AAUW's program agenda. 

· Work with AAUW Texas Program Committee and local arrangements committees in planning the program and budget for the state convention and leadership conference.

Specific responsibilities to branches: 

· Communicate regularly with branch program vice presidents. 

· Share successful branch programs among branches. 

Specific responsibilities to the Association: 

· Disseminate program information received from Association to state board, branches, and community. 

· Inform Association of branch and state program activities. 

· Encourage members to complete the every-member survey to help set AAUW's program priorities.

Membership Vice President

Overview of the position:  Oversee efforts to recruit and sustain a diverse, active AAUW membership in Texas.

Overall responsibilities:
· Convene an AAUW Texas Membership Committee to develop and implement state-wide membership activities. 

· Evaluate previous state membership development efforts, assess current membership and state demographics, and identify underrepresented groups to be recruited. 

· As part of the AAUW Texas strategic plan, develop a state membership action plan with measurable goals and objectives. The plan should support branch and state recruitment efforts as well as recognize branches for growth, retention, diversity, and significant anniversaries. 

· Ensure that membership development priorities are integrated throughout AAUW Texas strategic plan. 

· Communicate AAUW Texas membership goals to the branches and support their membership development efforts. 

· Recruit Association National Members to become members of AAUW Texas; renew AAUW Texas National Members; and encourage branches to recruit them for branch membership. 
· Work with other state officers and committees to integrate membership with other state priorities. 

· Serve as a key resource for branch and student affiliate organizers and for branches that are developing satellites, disbanding, or merging.

· Work with District Representatives and branches to organize student affiliate groups on local college and university campuses.

· Work with District Representatives and branches to identify and recruit new College/University (C/U) members from qualified institutions in Texas.

· Work with District Representatives and branches to promote branch and/or AAUW Texas membership to C/U representatives and encourage C/U support of branch and/or AAUW Texas activities.

· Work with the Program Vice President and local arrangements chairs to plan membership events at state conventions and conferences.

Specific responsibilities to branches: 

· Maintain regular contact with branch membership vice presidents.

· Support branch membership development efforts through motivation, encouragement, regular communication and technical assistance. 

· Provide membership recruitment and retention workshops and training at state and regional conferences.

· Share National Members information with branches.

Specific responsibilities to the Association: 

· Adhere to all Association membership policies; encourage branches to do the same.

AAUW Funds - Development and Fundraising 
Overview of the position: Promote and oversee growth of AAUW’s mission through a statewide fundraising plan with goals and measurable outcomes
Overall responsibilities:
· Understand all facets of AAUW Funds philanthropic programs, fund names and numbers.

· Work with state leaders and branches to integrate fundraising efforts with AAUW program and membership priorities. 

· Serve as a consultant to branch AAUW Funds chairs regarding AAUW philanthropic structure, objectives, and contributions management.

· Develop and oversee the state AAUW Funds budget. 

· Submit all contributions generated by state fundraising in a timely manner to the national office.

· Other Responsibilities as Indicated by State Governance Structure:

· Disseminate AAUW research and fundraising updates to board and branches.

· Help to identify potential donors and opportunities for building fundraising capacity, including collaborative partnerships with other organizations 
· Maintain listing of Funds contributions credited to the state and acknowledge donors.

.
Secretary
Overview of the position:  Record minutes of AAUW Texas meetings, publish AAUW Texas Handbook for the biennium, and archive documents of historical significance at Texas Woman’s University.

Overall responsibilities:

· Make arrangements for meetings of the AAUW Texas Board of Directors.

· Keep record of proceedings of all meetings of AAUW Texas Board of Directors, Executive Committee, and state biennial convention; distribute minutes for review and approval.

· Maintain file of all written reports presented at meetings of AAUW Texas Board of Directors and state biennial convention.

· Provide summary of meetings of AAUW Texas Board of Directors for state every member publication.

· Maintain file of members of all committees.
· Update, publish and distribute AAUW Texas Handbook during first six month of biennium.  Provide supplements as needed.
· Maintain and bring to each meeting the current AAUW Texas bylaws, policies and procedures, standing rules and minutes.
· Preserve AAUW Texas documents of historical significance; transfer materials to AAUW Texas archives at Texas Woman’s University as appropriate.

· Update history of AAUW Texas to reflect events of the biennium and include in the AAUW Texas Handbook and the archived materials.

· Conduct general correspondence of AAUW Texas.

Specific responsibilities to branches: 

· Serve as a resource for technical information for branch secretaries and historians.

· Encourage branches to keep history of branch activities and archive their historical documents locally.

· Develop and communicate guidelines for archiving branch documents.

Specific responsibilities to the Association: 

· Send minutes of meetings of AAUW Texas Board of Directors and Executive Committee to the Southwest Central Regional Director.

Finance Officer

Overview of the position:  Oversee the fiscal operations of AAUW Texas.

Overall responsibilities:
· Working with the Board of Directors, evaluate the financial health and stability of AAUW Texas.

· Chair the Finance Committee to develop a budget and necessary addenda to support the programs and activities described in the AAUW Texas strategic plan. 

· Open and maintain bank accounts for checking and savings; update authorized signatories for AAUW Texas accounts. 
· Process membership dues and affiliate fees; provide periodic count of AAUW Texas members and affiliates to membership vice president.

· Maintain accurate, up-to-date list of AAUW Texas branches.

· Disburse AAUW Texas funds as authorized by the budget and/or Board of Directors.

· Prepare regular financial reports including a comparison of actual versus budgeted revenues and expenditures.  

· Have knowledge of specific federal and state charitable tax issues and legal liabilities. 

· Process and submit Association contributions in compliance with proper financial accounting procedures and Internal Revenue Service regulations. 

· Provide information, if needed, to the AAUW Texas Educational Foundation and Legal Advocacy Fund vice presidents as they process and submit contributions in compliance with proper financial accounting procedures and IRS regulations. 

· File the IRS 990 form if gross receipts exceed $25,000 and any other required forms to remain in compliance with federal law and IRS requirements. 

· Protect the assets of the AAUW Texas by securing adequate insurance coverage. 

· Lead the Finance Committee in semi-annual review of AAUW Texas investments; recommend change in investments to AAUW Texas Board of Directors as appropriate. 

· Retain in good order all annual financial statements, IRS forms and correspondence, sales and use tax certificates, tax determination letter, paid checks, deposits, and supporting documents. 

· Serve as chair the Credentials Committee for biennial AAUW Texas convention.

Specific responsibilities to branches: 

· Provide support and technical assistance to branch finance officers as needed. 

· Review and maintain state copies of branch dues, fees, and membership reports.

Specific responsibilities to the Association: 
· Ensure that all dues and fees, reports of dues and fees, contributions, and contribution reports are submitted and filed with Association according to established procedures and timelines (work with other state officers as necessary to accomplish this).

· Ensure that AAUW Texas is in compliance with all federal and state charitable tax laws and procedures and generally accepted accounting principles and practices.

District Representatives
Overview of the position:  Work with other members of the AAUW Texas board to provide support for and representation of branches and branch leaders within each geographical district.

Overall responsibilities:
· Serve as members of AAUW Texas Membership Committee. 

· Provide “TLC” (training, leadership development, and care/concern) for branches in conjunction with the Branch Services Officer.

· Identify areas within district for potential branches; assist membership vice president in establishing new branches and/or satellites.

· Work with Membership Vice President and branches to organize student affiliate groups on local college and university campuses.

· Work with Membership Vice President and branches to identify and recruit new College/University (C/U) members from qualified institutions in Texas.

· Serve as members of the AAUW Texas Nominating Committee.

Specific responsibilities to branches: 

· Assist branch leaders in building and maintaining strong, active branches.

· Communicate frequently with branches in the district; develop telephone and/or email network within the district. 
· Encourage branches to submit to state newsletter editor and website coordinator noteworthy branch activities.

· Communicate branch activities, accomplishments, problems or concerns to appropriate member of Board of Directors.

· Visit each branch and/or Interbranch Council as appropriate.

· Identify strong branch leaders and encourage them to consider position of state leadership.
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