FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

SECOND VICE-PRESIDENT (PROGRAMS):

1. She shall attend all board meetings and general meetings.

2. She shall preside in the absence of the President and First Vice-President.

3. She shall chair the Programs Committee, which includes the Program Coordinator, Special Programs Coordinator, and Hospitality Coordinator.

4. She shall organize her committees and solicit other volunteers who may be interested in working with the Programs Committee.

5. She shall present ideas and/or take suggestions from the membership on possible programs for the Club year and bring these before the Board of Directors for their approval.

6. She shall be responsible for the programs for all general meetings during the Club year.

7. She shall be responsible for coordinating the following activities each month:

a. Speakers:

i. Contact with date and time of meeting

ii. Follow through on confirmation

iii. Introduce at general meeting

b. Meetings:

i. Arrange location for general meetings

ii. Arrange for pick-up of building keys (if applicable)

iii. Arrive early to assist in setting up meetings

iv. Take care of special projects as needed

v. Assist with lock-up duties at end of meeting

8. She shall assist the Membership Activity Coordinator in planning the presentation for the first general meeting in September.

9. She shall provide information on programs to the Hospitality Coordinator to determine food, beverage, etc. for each general meeting.

10. She shall provide the Sunshine Chairperson all information necessary to write thank-you notes to the speakers after each general meeting.

11. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

12. She shall have an email address and be able to correspond via email.

13. She shall have basic computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.
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