Nashville Catholic Business Women's League

Leadership Position Descriptions
Title:

President
Objective:
Provide leadership and direction to fulfill the mission and vision of the Nashville Catholic Business Women's League
Responsibilities:
· Develop agenda for monthly membership and quarterly Board of Directors meetings
· Preside at all League membership and Board of Directors meetings

· Call special meetings of the Board of Directors as needed

· Plan and maintain League calendar


· Appoint all Committee chairs before the April installation meeting

· Work with the Nominating Committee to recruit new Board of Directors 

· Plan and conduct the installation of new officers ceremony at the annual meeting

· Sign all legal documents


· Attend DCCW conference (regional or national)


· Maintain relationship with DCCW State President through attendance at meetings, etc. 

· Facilitate bi-annual, independent financial audit 
· Ensure that Annual Report is completed and submitted timely

· Support Development Chairs 

· Maintain and submit a written record of term activities to the Board at end of term

· Term of office is one year

· Transfer all records/supplies to the incoming President at the end of current term and provide key to the post office box
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Title:

President-Elect



Special Events and Projects Chair
Objective:
Prepare to assume Presidency of the League for the upcoming one-year term

Responsibilities:
· Fulfill President's duties in the event of her absence

· Plan special events each year including but not limited to:

· Social outing

· Christmas or anniversary party

· Recreational event

· Promote Diocesan events of interest to League members and help make meaningful connections with other local Catholic organizations 


· Coordinate Christmas gifts and activities with local retired religious women:

· Communicate with Dominican Motherhouse and Mercy Convent to determine material needs of retired and infirmed Sisters

· Collect funds and donations to meet material needs

· Distribute items collected in early December


· Shall form a Nominating Committee in even-numbered years to serve a two-year term.  The Committee’s purpose is to submit a slate of Officers for the Board’s approval at the Board of Directors first quarterly meeting in odd numbered years.  The Committee submits a President-Elect nominee annually, also to be submitted to the Board of Directors first quarterly meeting

· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings


· Maintain and submit a written record of term activities to the Board at end of term


· Term of office is one year as President-Elect, then one year as President

· Schedule transition meeting with the incoming President-Elect
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Title:


Development Chair (Co-Chairs)
Objective:
Plan and coordinate all financial development activities for the League to support scholarship endowments/scholar donations and any other fundraising needs approved by the Board of Directors

Responsibilities:


· Plan and coordinate all fundraising activities and events


· Oversee Committees to handle all aspects of the Event (silent auction items, live auction items, venue coordinator, location, time, date, menu, decorations, invitations, programs, table favors, door prizes, etc.)


· Coordinate with Treasurer to ensure state and federal compliance procedures related to fundraising are maintained


· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings


· Maintain and submit a written record of term activities to the Board at end of term


· Term of office is two years
· Schedule transition meeting(s) with the incoming Development Chair(s)
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Title:

Hospitality Chair
Objective:
Help create a welcoming environment for new and existing members

Responsibilities:

· Work closely with Membership Chair and Treasurer to greet people at meetings, ensure that guests complete the Guest List, assist with registration and name tags, and cover for either individual when absent

· Send thank-you notes or emails to guests after they attend a meeting; encourage them to become members, and provide links to the NCBWL website and Facebook page 

· Work closely with Membership Chair to identify individuals that attend two membership meetings as paid guests to encourage membership

· Bring statue of Mary and religious centerpieces to dinner meetings and arrange on tables

· Send birthday cards to members and include holy/prayer cards

· Provide list of member birthdays to the Communications Chair for inclusion in the monthly Newsletter by the Wednesday on or before the 26th of each month

· Send additional greeting cards to members, religious leaders, and scholarship students, i.e. Baby, Congratulations, Get Well, Graduation, Ordination Anniversary, Religious Service Anniversary, Sympathy, Thank-you, Thinking of You, etc.

· Send initial acknowledgement notes to businesses/vendors that support NCBWL scholarship fundraising efforts

· Assist Treasurer and Membership Chair with registration at annual fundraiser
· Prepare and mail invitations to members/guests for the annual fundraising event
· Provide list of deaths to Spiritual Life Chair at the end of the calendar year for annual mass to be offered

· Inform Membership Chair if a member has died

· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings


· Maintain and submit a written record of term activities to Board at end of term


· Term of office is two years 

· Schedule transition meeting with the incoming Hospitality Chair and provide supplies, i.e. greeting cards, stamps, holy cards, etc.
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Title:
Membership Chair

Objective:

Provide leadership for the recruitment and 




retention of active membership

Responsibilities:
· Make the League known to the women of the Catholic Community in Davidson and surrounding counties and  encourage the growth of membership, through such events as:

· annual fundraising efforts

· other League events

· other opportunities as identified


· Update, maintain and distribute the Membership Directory (in Excel)

· Publish electronic directory periodically and send to Communications Chair for upload to the member portal; send to Board members upon request; send to Hospitality Chair as updated for birthday cards to be sent timely 

· Contact prospective and new members

· Respond to internet, phone or in person inquiries in regard to membership

· Send Membership Form and welcome letter to prospects

· Make personal contact with each prospective and new member

· Host guest (or ensure that guest is hosted) at first League event 

· Follow up with prospects by sending them future meeting notices and gauging their interest

· Encourage active involvement

· Receive all membership forms and accompanying dues payments received during meetings and transfer dues payments to Treasurer; Retrieve on-line membership forms; Receive membership forms from the Treasurer if received via the P.O. Box; update payments through WIX
· Utilize WIX database to create and respond to e-mails, review contacts, payments, and event registration

· Download names and payment information for monthly dinner meetings the Sunday before the Wednesday meeting

· Provide monthly meeting count and any dietary restrictions to the President on the Monday before the Wednesday meeting

· Create spreadsheet of registrations for monthly meeting and deliver to the meeting for registration

· Create name tags for monthly meetings

· Work closely with the Treasurer and Hospitality Chair to greet people at meetings, ensure that guests complete the Guest List, and assist with registration and name tags
· Submit the count of monthly attendees to the Secretary by Thursday after the Wednesday meeting for prompt documentation of the Minutes
· Encourage active involvement in the League

· Review monthly meeting reservation list to track member/guest attendance

· Contact members who have missed multiple meetings to determine reason

· Encourage dues payments in April, the beginning of each fiscal year

· E-mail/invoice members each month throughout the year, based on their anniversary month of joining the League, if dues have not been paid for the current year

· Review paid dues list at end of fiscal year (March 31) to determine status of each member and track in Directory

· follow up with delinquencies
· if special circumstances exist, recommend payment of dues from the Father Michael O’Bryan Fund
· Submit report at the membership meetings and remind members to pay dues
· Submit report at the quarterly Board of Directors meetings of member status (total membership, additions, deletions, delinquencies)
· Assist the Treasurer with registration at annual fundraising event
· Serve as a member of the Board of Directors and attend quarterly NCBWL Board of Directors meetings

· Maintain and submit a record of term activities to the Board at end of term


· Term of office is two years

· Schedule transition meeting(s) with the incoming Membership Chair and provide supplies
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Title:

Parliamentarian
Objective:
Ensure that Robert's Rules of Order govern the proceedings of the League

Responsibilities:
· Chair the Bylaws Committee

· Maintain Points of Order at all meetings


· Receive and review written proposed changes addressed to the Bylaws Committee at the request of Officers, Board of Directors, or individual League members


· Review, draft, and propose submitted changes to the Bylaws to the Board of Directors for approval


· If no request for changes is submitted, convene Bylaws Committee at least 45 days in advance of the annual meeting to review Bylaws and determine if any amendments warrant presentation to the Board of Directors for consideration


· If amendments are determined to be needed, they shall be drafted and presented to the Board of Directors for approval


· After Board approval of all proposed changes, they are presented to the membership for vote approval


· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings


· Maintain and submit a written record of term activities by the Parliamentarian and Bylaws Committee to the Board at end of term


· Term of office is two years

· Transfer electronic copies (word and pdf) of the Bylaws to the incoming Parliamentarian
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Title:

President-Elect



Special Events and Projects Chair
Objective:
Prepare to assume Presidency of the League for the upcoming one-year term

Responsibilities:
· Fulfill President's duties in the event of her absence

· Plan special events each year including but not limited to:

· Social outing

· Christmas or anniversary party

· Recreational event

· Promote Diocesan events of interest to League members and help make meaningful connections with other local Catholic organizations 


· Coordinate Christmas gifts and activities with local retired religious women:

· Communicate with Dominican Motherhouse and Mercy Convent to determine material needs of retired and infirmed Sisters

· Collect funds and donations to meet material needs

· Distribute items collected in early December


· Shall form a Nominating Committee in even-numbered years to serve a two-year term.  The Committee’s purpose is to submit a slate of Officers for the Board’s approval at the Board of Directors first quarterly meeting in odd numbered years.  The Committee submits a President-Elect nominee annually, also to be submitted to the Board of Directors first quarterly meeting

· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings


· Maintain and submit a written record of term activities to the Board at end of term


· Term of office is one year as President-Elect, then one year as President

· Schedule transition meeting with the incoming President-Elect
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Title:

Program Chair
Objective:
Serve as Chair of the Program Committee, which is responsible for planning and scheduling the monthly meeting programs, and perform the duties of the President or President-Elect in their absence

Responsibilities:
· Schedule monthly programs:

· Contact speakers to request appearance

· Follow-up with the speaker to obtain confirmation of appearance

· Request photo and bio from speaker for NCBWL website 

· Confirm speaker’s AV equipment needs and communicate these to the NCBWL member who reserves the meeting location 

· Confirm any dietary requirements of the speaker and communicate this to the NCBWL member who gives RSVP count to the meeting location
· Introduce the speaker or ask someone else to introduce the speaker
· Provide thank you note 

· Solicit membership and other sources for program ideas

· Gain approval from the Board for proposed programs/scheduling


· Coordinate with the President any preset programs:

· April (every other year) -- Installation of Officers

· Business Expo -- no regular meeting

· Fall Fundraising Event -- no regular meeting

· December -- no regular meeting due to Christmas Party 

· Coordinate monthly meetings/programs/activities with the Social Action Chair


· Serve as a member of and attend quarterly NCBWL Board meetings


· Maintain and submit a written record of term activities to Board at end of term


· Term of office is two years

· Schedule Transition Meeting(s) with the incoming Program Chair
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Title:

Publicity/Social Media Chair

Objective:
Inform and publicize NCBWL events to the membership and the Diocese of Nashville 

Responsibilities:
· Publish meeting and special event notices to:

· Members via email 

· Parish bulletins

· Catholic publications such as the Tennessee Register and other church newsletters

· Community publications such as the Tennessean or the Green Hills News

· Coordinate publicity for fundraising events

· Coordinate activities with the Communications Director


· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings


· Maintain and submit a written record of term activities to the Board at end of term


· Term of office is two years

· Schedule transition meeting with the incoming Publicity/Social Media Chair
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Title:

Secretary

Objective:
Maintain a record (“Minutes”) of all actions taken with summaries of major happenings and key messages at the meetings of the League and the Board of Directors 

Responsibilities:  
· Create a typed electronic record of Minutes that states actions taken and summarizes significant agenda points, at the regular membership meetings and the Board of Directors meetings. Adopt any preferred overall communications scope and style set by, and agreed with, current League President 
· Send electronic copy of Minutes document, when finalized and approved by President, to Communications Chair for her posting to NCBWL member portal. Bring, to have on hand, a typed copy to next respective meeting (of membership or Board of Directors)

· Serve as a member of the NCBWL Board of Directors and attend quarterly Boad of Directors meetings. Attend any special/ad-hoc Board of Directors meetings. If unable to attend Board of Directors or monthly Membership meeting, attempt to coordinate coverage in advance in order to receive draft meeting notes from a member volunteer and finalize document consistent with Minutes standards

· Term of office is two years

· Transfer Minutes templates and guidance to the incoming Secretary at the end of current term.  This should be done electronically or as agreed. League portal creates a historical file for future League leaders/members to refer to as necessary
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Title:

Spiritual Life Chair

Objective:
Arrange and direct the spiritual and liturgical activities of the League

Responsibilities:
· Ensure that a Mass is offered annually for all members of the League including active, former, and deceased members

· Ensure that a Mass is offered on the occasion of the death of an active League member, for the repose of her soul


· Plan at a minimum a yearly membership Spiritual Retreat, for Advent, Lent or other occasion as seen fit by the League President. This can be done online or in person. 

· Arrange a retreat leader or speaker(s) and appropriate materials for the retreat

· Secure appropriate location, food and beverages

· Coordinate payment to the facility and gratuity to the speaker (if there is one)

· Inform membership of the retreat through the monthly newsletter and/or email, working through the Communications Director


· Provide spiritual reflection at monthly membership meetings if Spiritual Advisor is absent


· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings


· Maintain and submit a written record of term activities to the Board at end of term


· Term of office is two years

· Schedule transition meeting with the incoming Spiritual Life Chair
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Title:


Treasurer 

Objective:
Monitor and maintain the fiscal affairs of the League

Job Requirements:   Proficiency in spreadsheet software and other PC skills required


Responsibilities:

· Receive and record all monies of the League:

· Collect and deposit money from dinners and other events, dues, and donations

· Maintain banking relationship for the League and reconcile bank accounts monthly upon receipt of statement:

· Checking account

· Money market fund (Scholarship Fund)
· Savings account – St. Michael’s Scholarship Fund


· Manage Accounts Payable and disburse all Operating Expenses which have been approved by the President, Board of Directors, or Committee Chairs


· Make Scholarship Fund payments to recipients' schools and maintain all scholarship financial contacts and records and report to the membership as needed


· Provide monthly financial report at membership meetings 

· Provide monthly financial report at each Board meeting


· Provide Annual financial report each March 31st (fiscal year end) with complete fiscal year financial activity recorded


· Provide other financial reporting as required

· File annual state corporate report with the State of Tennessee Secretary of State, updating the list of Officers 
· Finalize Fiscal Year Financial Details Reports and provide to NCBWL Accountant who will file the Form 990 by the due date of 15-Aug (Form 990 is required to be filed with IRS annually, due 15-Aug based on fiscal year end of 31-Mar)

· Distribute tax ID number (FEIN) and exemption certificates as needed


· Facilitate bi-annual, independent financial audit

· Check Post Office Box on a regular basis and distribute mail as needed; also ensure President has a second post office box key 

· Assist President with thank-you tax receipt letters for donations, providing amounts given for all in-kind and monetary gifts following fundraising events or in-kind donations from Board members

· Reserve and pay for dinner location(s) and take in receipts at dinners 
· Work closely with the Membership Chair and Hospitality Chair to greet people at meetings, ensure that guests complete the Guest List, and assist with registration and name tags
· Register individuals at the annual fundraising event
· Serve as a member of the NCBWL Board of Directors and attend quarterly NCBWL Board of Directors meetings
· Maintain and submit a written record of term activities to the Board at end of term

· Term of office is 2 years

· Schedule transition meeting(s) with the incoming Treasurer

· Transfer all records/supplies to the incoming Treasurer at the end of current term, change bank signature cards, and provide key to the post office box
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