AAUW Texas Job Descriptions
President

Overview of the position:  The AAUW Texas state president/administrator develops, implements, and oversees all AAUW activities in the state; conducts the business of AAUW in the state; and serves as the primary AAUW liaison to the state, region, national office, and external communities.
Leadership Skills Required and Helpful to the Position
· Must be a current member in good standing with an AAUW TX local branch, AAUW TX and AAUW National 

· Must have served on a Texas State Board 

· A good candidate will be skilled at planning and goal setting, program planning and development, communications, team building, coalition building, mentoring, public speaking, orientation, training, consensus building, intercultural sensitivity and understanding, dealing with the media, and fundraising.
Branch Specific Responsibilities:
· Establish a communications schedule with branch presidents. (Regular contact helps ensure that local efforts are consistent with AAUW’s mission and goals.)

· Share successful branch programs among branches.
State Specific Responsibilities:  
· Convene a state board of directors to plan, implement, and monitor AAUW activities in Texas.

· Communicate your vision for AAUW Texas, commitment, and expectations to the board and state and branch leaders.

· Work with the board to evaluate previous AAUW Texas efforts 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, including but not limited to membership recruitment and retention, public policy and voter education, diversity, AAUW Legal Advocacy Fund initiatives, fellowships and grants, and leadership programs.

· Encourage collaboration and teamwork, link membership development to all programming, and weave diversity into all that you do.

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

· Carry out AAUW business through the state board, state conventions, regional conferences, and the national convention, in accordance with state and AAUW bylaws.

· Serve as AAUW Texas and AAUW’s  spokesperson internally and externally.

· Review and monitor the state’s fiscal health and sign off on expenditures as appropriate.
National Responsibilities:
· Encourage the state board and branches to support national initiatives and programs. 

· Keep AAUW informed of activities in AAUW Texas. 

· Support AAUW’s leadership development efforts by nominating members of AAUW Texas for national 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 projects that promote AAUW’s mission.
Leadership Skills Required and Helpful to the Position
· Must be a current member in good standing with an AAUW TX local branch, AAUW TX and AAUW National 
Responsibilities to the Board:
· Support and implement at state level the AAUW National programs the Board deems appropriate

· Support and implement Board decisions on State programs within the state

· Work with other State officers and committees to integrate program goals with other state priorities.

· Convene an AAUW Texas Program Committee to plan and implement AAUW Texas programs such as a real or virtual biennial business meeting 

Responsibilities to branches: 

· Encourage and promote the implementation of AAUW National and AAUW State mission based programs at the branch level 

· Disseminate successful mission based branch programs among branches 
National Responsibilities: 

· Inform Association of branch and state program activities. 

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

Purpose:
· Plan and implement AAUW state programs including but not limited to a biennial real or virtual state business meeting

Committee Members:
· Program Vice President (chair)

· District Representative (1) If Appointed

· AAUW Funds Vice President

· Public Policy Chair

· International Affairs Officer 

· Public Relations Officer

· Branch Services Chair

· Local Arrangements Liaison

· State President (ad hoc)

· Membership Chair (consulting)

Membership Vice President

Overview of the position: Oversee efforts to recruit and sustain a diverse, active AAUW membership in Texas.
Leadership Skills Required and Helpful to the Position
· Must be a current member in good standing with an AAUW TX local branch, AAUW TX and AAUW National 
Branch Specific Responsibilities:

· Membership recruitment support as specified by the State and National Responsibilities listed below.
State Specific Responsibilities:  
· Work with the Membership Committee on state-wide membership activities.

· Evaluate state membership development efforts, assess current membership and state demographics, and identify underrepresented groups to recruit, to include recruitment efforts of National members to local branches within Texas.

· Develop a strategic state membership action plan for recruitment that includes measurable goals and objectives, ensuring that this plan is integrated throughout AAUW Texas. Communicate this plan to the local branches.

· Work with other state officers and committees to integrate membership with other state priorities.

· Work with the College/University (C/U) Chair, District Representatives and branches to organize student organization groups on local college and university campuses and to identify and recruit new C/U and branch members from qualified institutions in Texas.

· Maintain regular contact with branch membership vice presidents.

· Provide membership recruitment and retention workshops and training at state and regional conferences, supporting branch membership development efforts through motivation, encouragement, regular communication and technical assistance.
National Responsibilities:
· Share National membership information with branches.

· Adhere to all National membership policies while encouraging branches to do the same.
AAUW Funds Vice President
Overview of the position: Promote the AAUW Funds mission, research, and programs and oversee AAUW fundraising activity in Texas.
Leadership Skills Required and Helpful to the Position
· Must be a current member in good standing with an AAUW TX local branch, AAUW TX and AAUW National 
Branch Specific Responsibilities:
· Support branch AAUW Funds program and fundraising efforts through training, encouragement, regular communication and recognize branches for significant contributions.

· Inform branch AAUW Funds chairs and/or finance officers of requirements for maintaining the tax deductible status of contributions. 

State Specific Responsibilities: 
· As part of the AAUW Texas strategic plan, help develop a state AAUW Funds action plan with measurable goals and objectives.  The plan should support branch and AAUW Texas fundraising efforts as well as recognize branches for significant contributions.

· Maintain state copies of contribution reports.

· Provide State Board & Branches current lists of AAUW fellows within Texas.

· Work with the Program Vice President and state convention local arrangements chair to develop AAUW Funds events for state conventions and conferences.

· Serve as a member of the Program Committee.
National Responsibilities:
· Adhere to National contribution deadlines, fiscal management policies, and charitable tax laws. 

· Disseminate National research and other program information to AAUW Texas board, branches, and community.

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.

Leadership Skills Required and Helpful to the Position
· Must be a current member in good standing with an AAUW TX local branch, AAUW TX and AAUW National 
Branch Specific Responsibilities:
· 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.
State Specific Responsibilities: 
· 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 within three weeks after board meeting.

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

· Maintain file of members of all committees. 

· Working with Board President & Bylaws/Parliamentarian 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.
National Responsibilities:
· Send minutes of meetings of AAUW Texas Board of Directors and Executive Committee within three weeks of board meeting

Finance Officer

Overview of the position:  Oversee the fiscal operations of AAUW Texas.
Leadership Skills Required and Helpful to the Position
· A good candidate is skilled at planning and budgeting, accounting, project management, team building, consensus building, and fiscal and financial management.
· Must be a current member in good standing with an AAUW TX local branch, AAUW TX and AAUW National.

· Be familiar with QuickBooks software or a similar Financing/Budgeting software
Branch Specific Responsibilities:
· Provide support and technical assistance to branch finance officers as needed. 

· Review and maintain state copies of branch dues, fees, and membership reports.
State Specific Responsibilities: 
· Assemble and convene an AAUW Texas Finance Committee to develop a budget and necessary addenda to support the programs and activities described in the AAUW Texas strategic plan.

Committee Members:
· Finance Officer (chair)

· Other members of AAUW Texas as appointed by the President

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

· Open and maintain bank accounts for checking and savings; update authorized signatories for AAUW Texas accounts. 

· 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. 

· File the IRS 990 form if gross receipts exceed $50,000 and any other required forms to remain in compliance with federal law and IRS requirements.
· Electronically file IRS Form 990-N if gross receipts are $50,000 and under or elect to have the AAUW national office assist with the electronic filing of such.
· 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.
National Responsibilities:
· Ensure that all dues and fees, reports of dues and fees, contributions, and contribution reports are submitted and filed with National 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 good business operating practices. 

· Support, protect, and maintain provisions of the AAUW Affiliate Agreement.
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.

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

· At request of a branch, work with College/University Chair and branches to organize student affiliate groups on local college and university campuses.

· At request of a branch, work with College/University Chair and branches to identify and recruit new College/University (C/U) members from qualified institutions in Texas.

· 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.

Responsibilities to State:
· Serve as members of AAUW Texas Membership Committee. 

· Serve as members of the AAUW Texas Nominating Committee.

· Identify areas within district for potential branches; assist membership vice president in establishing new branches.
· Work with Board Members to conduct turnaround effort for any branch that been identified as in jeopardy or whose members have indicated they are considering disbanding. 

· At request of a branch, work with College/University Chair and branches to organize student affiliate groups on local college and university campuses.

· At request of a branch, work with College/University Chair and branches to identify and recruit new College/University (C/U) members from qualified institutions in Texas.

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

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

Overview of the position:  Provide training and other support for District Representatives, coordinate the state Leader-on-Loan program, and oversee the Seeds for the Future grant process.  

Overall responsibilities: 

· Encourage branch participation in and manage the Leader-on-Loan program.

· Serve on the Membership Committee.

· Provide on-going training and support for District Representatives as required.

· Provide additional “TLC” (training, leadership development and care/concern) for branches (in conjunction with the District Representatives).

· Recommend to the Board of Directors changes in the geographic division of the state into districts when necessary.

· Oversee the Seeds of the Future grant process.
International Affairs Officer

Overview of the position:  Advocate for including international affairs in AAUW Texas program.

Overall responsibilities:
· Serve on the Program Development Committee.

· Work with state program committee to plan and implement projects or programs with international component.

· Write articles for The University Woman Texas! concerning, but not limited to, the International Federation of University Women, Virginia Gildersleeve International Fund, the United Nations, and Texas/Mexico international border issues that impact the AAUW mission. 

Specific responsibilities to branches:
· Serve as resource person for branches that are developing an international relations project.

· Suggest projects or programs for branch implementation.
Public Policy Chair

Overview of the position:  Take action on AAUW's federal, state, and local (e.g. school boards) public policy priorities and lead AAUW Voter Education Campaign efforts.  Represent AAUW's public policy priorities to elected and appointed officials, AAUW members, the public, and the media.
Overall responsibilities:
· Assemble and convene an AAUW Texas Public Policy Committee to plan and implement statewide public policy action and to provide training and resources to branch public policy chairs, other state leaders, and members. 

· Evaluate previous public policy efforts and identify areas where AAUW Texas needs to focus its efforts.  

· As part of the AAUW Texas strategic plan, develop a public policy action plan with specific and measurable goals and objectives.

· Develop a statewide e-mail, fax, or telephone network to disseminate Voter Education Campaign and public policy information to branches and coalition partners. 

· Monitor and encourage activism on AAUW federal legislative priorities and on state legislative priorities as directed by the AAUW and state bylaws, resolutions, and the board. 

· Develop an active network of contacts in each congressional district within Texas and other electoral districts, such as Texas State Board of Education, as needed to support the public policy program and/or strategic plan. 

· Participate in coalitions that promote AAUW public policy priorities. 

· Serve as a member of the Program Committee.
Specific responsibilities to branches: 
· Encourage, support, and provide training to branches in building local coalitions and promoting AAUW's public policy agenda and Voter Education Campaign efforts. 

· Maintain regular contact with branch public policy chairs.
Specific responsibilities to the Association: 
· Disseminate information received from the Association Public Policy Committee and staff and on federal legislation, public policy initiatives, and the Voter Education Campaign to the state board, branches, and members. 

· Update the Association on branch and state public policy and Voter Education Campaign activities.
Parliamentarian/ Bylaws Chair

Overview of the position:  Oversee process for amending bylaws of AAUW Texas and the branches, and advise the president, other officers, and members on matters of parliamentary procedure. 
Overall responsibilities:
· Advise the president, when necessary or requested, on parliamentary procedures or Bylaws interpretation.

· Be present at all meetings of the Board of Directors.

· Have available at all meetings a copy of Robert’s Rules of Order, Newly Revised.

· Serve as chair of the Bylaws and Resolutions Committee.

· Notify members of deadlines and procedures for submitting resolutions and proposed amendments to AAUW Texas Bylaws through the every-member publication.

· Communicate with branch bylaws chairs regarding mandatory bylaws changes due to Association Bylaws amendments, and solicit and obtain verification of branch bylaws conformity following Association conventions.

· Review AAUW model state bylaws to identify changes needed to AAUW Texas Bylaws; bring these before the Bylaws and Resolutions Committee.

· Follow AAUW Texas bylaws and resolutions policies and procedures.

· Retain one set of bylaws for each branch in AAUW Texas.

Specific responsibilities to branches:
· Maintain set of sample AAUW bylaws and model branch bylaws for use by newly forming branches or branches that wish to amend their bylaws.

· Assist branch bylaws chairs with local bylaws when requested.

Specific responsibilities to Association:
· Bring AAUW Texas Bylaws into conformance with Association bylaws amendments after each Association convention.  No action of the state is required for mandatory bylaws changes.

· Submit proposed AAUW Texas bylaw amendments to the Association Bylaws Committee for approval prior to adoption by the state.

· Send updated AAUW Texas bylaws to chair of Association Bylaws Committee.
Duties of Board of Directors
Overview:  Administer the affairs of AAUW Texas, initiate programs, outline policies and transact any business in the interval between state conventions.

Specific responsibilities:

· Approve the annual AAUW Texas budget at first Board meeting of fiscal year.

· Revise/develop a strategic plan for the biennium; review strategic plan at least annually.

· Approve policy changes for AAUW Texas Handbook during first six months of biennium.

· Approve the establishment of special committees and task forces.

· Approve site of state conventions and conferences upon recommendation of Site Selection Committee.

· Determine number and boundaries of geographic districts within the state on recommendation of branch services officer.

· Appoint officers to fill vacancies in any unexpired terms of office except that of AAUW Texas President.

· Recommend amount of annual state dues for AAUW Texas members.

· Recommend to Association action to be taken in regard to admitting new branches or disbanding existing branches. 

COMMITTEES

Program Committee 

Purpose:
· Plan and implement AAUW programs or other state education and equity programs and projects.

· Develop programs to implement AAUW Texas and Association strategic plans.

· Work with local arrangements committees to develop state conferences and conventions.

Committee Members:
· Program Vice President (chair)

· Branch Services Chair

· AAUW Funds Vice President

· Public Policy Chair

· International Affairs Officer 

· Public Relations Officer
Membership Committee 

Purpose:
· Develop membership activities to implement AAUW Texas and Association strategic plans.

· Assist new branch and interbranch council formation.

· Support program committee in planning membership workshops at state conventions and conferences.

Committee Members:
· Membership Vice President (chair)

· Branches Services Officer 

· District Representatives
· C/U Chair
Finance Committee
Purpose:
· Prepare annual budget for AAUW Texas.

· Conduct semi-annual review of AAUW Texas investments; recommend change in investments to AAUW Texas Board of Directors as appropriate.

Committee Members:
· Finance Officer (chair)

· Other members of AAUW Texas as appointed by the President
Public Policy Committee

Purpose:
· Plan and implement Public Policy Program statewide.

· Provide training and resources to branch public policy chairs.

· Coordinate AAUW Texas action on legislation at state and federal levels.

Committee Members:
· Public Policy Chair

· Program Vice President

· Branch members from a cross-section of Texas branches
Bylaws and Resolutions Committee

Purpose:
· Consider all proposed Bylaws amendments and resolutions:

1) Review all proposed amendments and resolutions

2) Report all recommendations to AAUW Texas Board of Directors

3) Submit complete text and rationale of all proposed amendments and resolutions to be considered at the state convention through the every-member publication.

· Consider proposing changes to bring state bylaws in line with model bylaws provided by the Association.

Committee Members:
· Parliamentarian/ Bylaws Chair

· Other members of AAUW Texas as appointed by the AAUW Texas President
Communications Team

Purpose:  Promote membership, issues and services of AAUW Texas 
Team Members:
· Public Relations Officer

· Editor of The University Woman Texas!
· Branch Services Chair

· Website Coordinator

Public Relations Officer

Overall responsibilities:
· Work with the AAUW Texas Board of Directors to promote state programs and projects.

· Work with the Program Vice President to provide public relations/media relations training for state convention and conferences.

Specific responsibilities to branches:
· Serve as consultant to branch public relations officers.

· Provide sample press releases for use by branch public relations officers.

Specific responsibilities to Association: 
· Forward copies press releases to AAUW board of directors, the Educational Foundation board of directors, and the Southwest Central Regional Director.  

· Adhere to AAUW style guide.
“The Link”
Overall responsibilities:  

· Board of Directors and District Representatives distribute a counterpart-specific “The Link” publication quarterly.

· Maintain database of AAUW Texas Board of Directors and AAUW Texas branch officers for counterpart communications and state board mailings.

· E-Mail The Link; forward completed document to the website manager.
The University Woman Texas! Editor

Overview of the position:  Develop, edit, publish, and distribute every-member publication.
Overall responsibilities:
· Plan number of issues, themes and mailing dates for The University Woman Texas! in conjunction with AAUW Texas calendar and state board.

· Obtain contracts necessary to print and mail The University Woman Texas!
· Maintain and use AAUW Texas mailing permit.

· Order mailing labels for each issue from Association.

· Set deadlines for receiving material from state board members, branches, regional director, and other contributors for publication.  

· Edit material received and, if necessary, write articles to complete each issue.

· Deliver copy to appropriate contractor(s) and ensure newsletter is delivered to post office.

· Send completed newsletter to the website coordinator.

· Coordinate with AAUW Texas finance officer to ensure prompt payment of contractors and that sufficient funds are on deposit for each issue.

Specific responsibilities to branches: 

· Send copy of each issue of state publication to all AAUW Texas members according to schedule. 

· Serve as a consultant to branch newsletter editors.
Specific responsibilities to Association: 
· Send copy of each issue of state publication to AAUW board of directors and state presidents via “AAUW Keeping in Touch” State Presidents Corner located on the AAUW website: Member Center; Member Services Database 

· Adhere to AAUW style guide.
Website Manager 

Overview of the position:  Create and maintain website for AAUW Texas.
Overall responsibilities:
· Purchase website service contract, retaining the established URL.

· Design and maintain the website along with multiple AAUW Texas specific pages, updating as necessary.

· Include each edition of The University Woman Texas! and The Link on the website when they become available.
Specific responsibilities to branches: 
· Provide and maintain an individual page for each branch, along with links to all other branch websites.

· Update each branch’s contact officers, as needed, for all branches on the AAUW Texas website.

· Provide additional pages for branches when requested.

· Serve as a consultant to branch webmasters.
Specific responsibilities to the Association: 
· Place internet links to Association pages from the AAUW Texas website.

· Maintain State Calendar of Events at AAUW Member Showcase online Calendar of Events.
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