
CRWC Board Position Descriptions- Strggested Guidelines

rntroduction: There guidelines are to be used as a reference guide to define the specific job

duties, and responsibilities, along with general qualifications for each

Colorado River Women's Council (CRWC) Board Member'

Objective: To provide each CRWC Board Member with a clear individual responsibility
and commitment understanding.

General Qualifications and Objeetives for AflB Board ;;iremrhens

Qualifications: This is an extraordinary opportuoity for an individual who is passionate about
CRWC's mission and who has a track record of leadership. Selected Board
Members will have achieved leadership stature in business, goverflfirent,
philanthropy, or the non-profit sector. Ideal Board members will have the
following qualities:

r Commitrtrent to and understarding of the CRWC's heneflciaries,
prefembly based on experience.. I{avc integriry) credibiliq/, and a passion for improving the lives of
CR.WC's boneficiaries.

r Favorably represent the CRWC.
. Works well with others and have the ability to accept suggestions in a

positive rnanner.

" Have a clear understanding ofand ability to can'y out all policies,
procedures and byJaws relevant to the CRWC.

o Possess skills necessary for facilitating relationships and building
consensus among diverse individuals.

. Ability to network within the community, buiid relationships, generate
leads, and identify oppodunities that encouage those outside the
organizatioa to support the CRWC vision and mission-

. Ability to support the organization's fi.rn&aising efforts by: making a
personal contribution; identifying donom; attending fimdmising events
and soliciting funds.

. Flexibility to attend 1-2 hour Board meeting held once a rnonth as
deterrnined by the Board.

r Currently an active CRWC member.
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Board Position Descriptioils

president: The President is responsible for ensuring that the Bcard of Direciors and

committee members are aware of alrd fulfiIl thoir governance responsibilities,
by complying with all applicable laws, CRWC tsyXaws, Foiicies and Frocedures
and established Code ofEthics. The President is a member of the Executive
Board and must have bcld a Boani of Directors position in a previous year.

In order to fulfiII these responsibilities subject to the organization's Bylaws, the
President must be organized and possess a variety of, leadership skills in order to
preside over meetings, propose poiicies and practices, sit on various
committees, monitor the performance of Directors and Offrcers, submit various
reports to the Board, funders, and to other "stakeholders". Also, the Presi<ient
proposes the creation of committees; appoints members to such committees and
performs other duties as the need arises and/or as defined in the tsylaws. The
President needs to have flexibility in her schedule and the ability to commit to
the CRWC.

Meetings:
r Establishes day and time of monthly Board rneetings in addition to

foliowing established protocol in CRWC Byiaws.

. Prcpares the agenda for Board and Generai Membership meetings and
e-mails tho ogenda to lhc Board of Dirco{or's no l4tor thar 24 houns prigr
to drc respective meetings.

r The President presides over meetings ofthe Board ofDirectors. In this
capacrty, the President conducts the meetings according to the CRWC
Bylaws and Robert's Rules of Order. The President seeks to encourage
all members to participate in discussion, and arrive at decisions in an
orderly, timeiy, and democratic manner.

, Gmnts or denies approval of the distribution ofall promotional, poiitical,
business or other printed malerials at the general rnembership meetings.

Board Committees: The President serves as an ex-officio member of all Board
committees. In this capacity, the President's role is:

. To serve as a voting member of the committee.

. To assist the cornrnittee chairyerson in the resolution of potential
problems, and ifnecessary, brings the issue(s) in question before tlie
Board of Directors.

Community R.elations: The Fresideat ensures that the organization mfixains
positive and productive relationships with the media, donors, and other
organizations. Ia this capacity, the President serves as primary spokesperson for
the CRWC. Duties may include:

r Representing the CRWC to the media.
r Representing the CRWC on govem-rnental or non-goverrunental

organizations and committees.
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. Timely and appropriate reporting of Board decisions and actions to

members and/or donors.
. Tracks accountability & deadlines

Signing Oflicer: The President is one ofthe tlree signing officers. In this
capacily,the President is authorized to sign or countersign checks,

corespondence, applications, reports, oontracts, or other documents on behalf
of organization.

Board llevelopmnent: The President ensures that structues and procedures are

in place for effective recruiunent, training, and evaiuation of board members.

Fund Raising: lhe President ensures that structures and procedures are in place
for securing the resources required by the organization.

Delegation: The President may assigrr tasks and delegate responsibilities to
Bomd committees and/or Directors.

Key Ilolder: Holds one of the two post of8ce box keys and storage keys.
Makes access to storage available to board rnembers when appropriate.

Vice The Vice President is a member of the Executive Board.
president: SpecificDuties. Performs duties requested tly the President.

" Oversees all Presidential duties when President is unavailable.. Maintains and monitors By-Laws and committee guidebooks
. Holds one set ofkeys to the storage shed and is responsible to assist

people needing access to storage and rnaintains storage organization.. Assist President in monitoring activities, events, eto.
Ideal candidates will have the following qualifioations:

. Flexibility in their schedule and the ability to cornmit at least 15 hours
per month to the CRWC.

, Ability to speak in public and take on Presidential responsibilities ir
absence of President.

Secretary: The Secretary is responsible for ensuring that accurate and suffrcient
documentation exists to meet legal requirements. The Secrelary is a member
ofthe Executive Board.
Specilic Dutiss
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' Keeps minutes of the Board Meetings including according to R'obert's

Rules, but not limited to:
o Date, time, location of ooeeting;

o I-ist ofthose present and absent.

o Time called to order;
o tr-ist of items discussed;

o List of rePorts Presented;
o Text of motions prese ted and description oftheir disposition;
o Time ad.jour.ned.

' Mainlains Board Member atendance spreadsheet including both
excused, unexcused, and tardiness.

. Emails minutes to the President within 2 business days of said
meetirg.

. Updates and distlibutes the Board Member Roster to fellow Board
Members as needed,

" CnstodiaE ofRecordsr The Secretary ensures that the records of the
organization are maintained as required by law and rnade availahle
when required by authorized persons. These records may include
founding documents, iists of Directors, Board and committee meeting
minutes. A11 other official records are rnaintained by the Treasurer.

" By Laws: The Secretary ensures that an up-to-date copy ofthe bylaws
is available at all meetings.

" Meetings: The Secretary provides items for the agenda as
appropriate. In the absence of the President and Vice-President, the
Secretary calls the meeting to order, presiding until a temporary
chairperson is elected-

' Signing Officerr The Secretary is one ofthe *nee signing officers.
Ideal candidates will have the following quali{ications:

. The flexibility in their schedule to accommodak at least 10 hows per
month for CRWC,

. lntermediate to advanced ryping skills.

. Intermediate to advanced MS Word skills.

. Organized, with skong proofreading skills.

Treasurer: The Treasurer is a member of the Executive Committee.
Specific Duties

r Records to be maintairaed:

" The fiscal year is from Juiy 1$ to June 30m.
o Copies of all bills and receipts for every item reimbursed
. Copies of bank statements, reconciliations, and cancelled checks
o Copies ofreceipts fbr cash accepted
o One Luncheon Receipt Book for member luncheons
o One Master Receipt Book for all other CR.WC club receipts

" Responsible for filiug the Corporate Report yearly.
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. Intelacts with the insurance corflpany as needed and keeps a copy of
the General Liability and Directors and Officen policies.

R.eporting:
. All Treasury transactions rdust be reported and approved at monthly Eoard

Meetings. Treasurer must distribute the financial report to the Board via e-
mail 24 hours prior to the Board meeting.

" A projected tudget must be prepared with the President and the Fast

President at the beginning of Juiy.
. The proposed budget is to be submitted for Board approvai at the August

Board meeting. A" To Date" budget, showing the actual transaetions beside
the proposed transactions, is distributed at each succeeding Board meeting.

' Creates additional budgets and monitors financial hansactions for all major
projects.

. Financial reviews are to be conducted in accordance with the By-Laws. See
Treasury section 1.02.1 1 for details.

Filing of documeots : Is the registered agent with respect to the laws of the
jurisdiction; the person upon whom legal notice to the corporatioo is served.
CRWC General Membership Meetingsl

o Money will be collected by two CRWC members at the door or monthly
general meetings. Money is passed to the Treasurer-

o The Treasurer deposits the proceeds into the CRWC bank account.
Additional duties:

r The Treasurer is one of the three signing officers- The Past Treasurer will
be responsible for the filing ofnew signature cards at the bank for the
incoming signing members of the Boald.

o Holds one of two keys to the post ofEce box. Checks the mail cnce a week
or advises the President ifthis is not possible.

o Ideal candidates will have the following qualifications:
e The flexibili8 in their schedule to accornmodate at least i 5 hours per month

for CRWC.
. Interrnediate to advanced skilis in euickBooks and prior bookkeeping

experience.

Past . Chairs the Board Position Nominating Committee according to the
President: guidelines in the Bylaws.r Performs other duties as requested by the President.

Program The Program Chairperson may choose to share her duties vrith a Co-Chair.
Chairperson: The Co-Chair does not have a vote on the Board of Directors.

Works with the Board planning a monthly luncheon prograrn and an evening
pmgram meeting which is informative and of interest to the general
membership. When booking speakers, Program Chair is aware that speakers
may not sell or promote commercial products or services. Folitical speakers
are prohibited unless all candidates nurning against each other are invited on
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an equal platform. Distribution of all promotional, political, business or other

printed material must have prior approval from ths CRWC President prior to

disrribution.

Specific Duties

. Presents potential ideas to the Board of Directors for approval before
booking the event location, speaker, theme, caterer, food choices &
price no less thau 90 days prior to eveot.

" AraDges event location, speakets, caterer, and secures pricing for the
general membership meetings 60 days prior to event.

. Receives and maintains monthly updates on member e-mail addresses
ftom the Membership Chair.

. Ser-rds an invitation to all members no less than 14 days before the
event.

. Collects tlre responses ftom the members and orders an equal number
of meals.

, May be asked to periodically forward approved e-mail from the
President-

. Oversees the set-up/clean-up ofthe luncheon facility.

Ideal candidates will have the following qualifications:
I The flexibiiity in their schedule to accomrraodate approximately tr 0

hours per month for CRWC.
. Ability to send electronic invitations.
, Intermediate Excel skills.

Membership ' The Membership Chair ensures that official CRWC merntrership

Chairperson: records are current and available as needed.. Maintains the Master Member Contact List in Excel, listing first and
last names in separate cells. lnformation should include email
address, mailing address, Ielephons numb€r, birth month and day, and
business affiliation where applicable.

. Anrives at General Membership Meetings no later than 5 mitutes
before the time the doors are scheduled to open.I Meets and greets members and guests. Ensures ttrat guests have narne
tags.

. Maintains cunent electronic copies of the CRWC Brochure and the
membership application. Hands out printed copies to guests and
members as needed.

. Collects new membership information and any other member
information changes necessary. Inputs '*re inforrnation into &e Master
Constant Contact List. Highlights new mernber information and otlrcr
changes in red. Sends a welcome email to new members and conFlrms
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correct email address. Sends the revised list to the Fresident, Frogram

Chair within 72 hours.
. Maintains an updated email distribution list. Mernbership Chair may

be called upon to forward email to the Generai Membership during the
month.

. Sells, orders, and w:rites receiPts for name badges. Passes money

collected to the Treasurer for deposit.

Ideal candidates will have the following qualifications:
. The flexibility in their schedule to accommodate approximately 6

hours per month for CRWC.
. Intermediate skills in Excel and Word necessary.

Hosoitalitv The Hospitality Chairperson may choose to share her duties with a Co-Chair.

Chairperson: The Co-Chair does not have a vote on the Board ofDirectors'

. Arives at the General Membership Meeting no later than 1 I am.

. Maintains $100 in small bills to be used for change.

. Greets attendees and collects money for the meal and the 50-50 tickets
using the check in list at the General Membership Meeting.

o Writes receipts to rnembers at the General \,{ernbership Meetirag as

requested.
. Counts the money after everyone has checked in. The money and the

check in list are passed to the Treaswer for the final count
. Provides the President with the winners' share ofthe 50-50 money to

be presented to the drawing wimer at the end of the meeting.

" Creates a check-in list for the entrance table and ernains the Exeel
version to the Hospitaiity Chair and Treasurer no later than 10arn on
the day ofthe event. Check-in list must be formatted in Excel, the
same way as the membership list with first and liast name in separate
cells. There must be separate columr:s for meal money collected,
50i50 money and the total.. Tracks attendance & volunteerism on an Excel spreadsheet io an
agreed upon format.

Ideal candidates wiil have the following qualifications:
. The flexibiiity in their schedule to accommodate approximately

10 hous per month for CR.IVC.

Publiciff ' Maintains and monitors articles in the Mohave Valley Daily News on

Chairoerson: a weekly basis.
Creates, promotes and publishes events held by the CRWC and
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subconmittees via radio, newspaper, TV & sociai media.
o trnvites media to all CR WC major events.

' Takesphotographs at a[] CR$/C events"

= Maintains aad updates &e CR.WC website & Facebook page.

' Creates a newsnetter fur the CRWC websirte on a quarterly basis.

" Creates special event flyers and sends them to the Frosident and
special event Chair for approval.

ldeal candidates will have ihe followng qualificeions:

" The fnexihility in tireir schodulo to aecomrirodate approximately 25
hours per month for CRWC.

" Advanoed skills in Facebook preferred.
e Intennediate to advanoed skills in Publisher end/or photoshop to

create special event flyers.

" Excellent writing skills, with the abiiity to wdte PSA's and newspaper
artioles,

Event Chairpersorn

' R.esponsitrle for awareness ofvarious Corftnuoity Otganization's
events.

" Presenting potential and upeorning ideas to the Eoard ofDirectors for
approval for event participation no less than 90 days prior to event

" Present potential sponsorship opportunities for other orga:rization's
events.

o Responsihle for obtaining/taking photos of all CRWC
attended/participated in events and forwards to hrbiicity Chairperson

" Maintains supplies needed at events, arranges for pickup and delivery
of supplies to/from the CR.WC storage shed.

o Event Box - misc. supplies, i.e. scissors, tape, pens, CRWC
brochures, applications, extension cord, etc

o CRWC Tablecloth, Banner, etc.

History of ffioeunmemt

Doeumeot " Created by the CR.WC Eoard Fvfember iob Deseripti<[frstory: 
@onnie Tarlofi Tamar.a Power.s, Maureen Anderson
Gondon, R osernary l4ays) N4ay 20n2

a Approved by the CRWC Eoard on April 3,2012
o Revised and Approved by CRWC Board on Marctr 2
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