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VP of Programs

Position Overview

This position is responsible for the WIL monthly programs. It requires introducing the speaker to the WIL members at the Luncheon.
MONTHLY DUTIES:

1. Develop program for each Luncheon Meeting and recruit speakers for a (3) month rolling period (to be presented at Board meeting each month). Use feedback from surveys to keep ‘programs’ in line with our membership needs.

2. Review board minutes from previous month meeting.

3. Attend the monthly luncheon. (11:15 arrival time, 2nd Thursday of every month minus July)
a. Confirm each speaker before the meeting and secure any special needs (ie: projector, screen,etc.).    Contact VP of Monthly Luncheons for any items needed.
b. Responsible for the WIL projector.

c. Introduce speaker each month and follow up with a “thank you” on behalf of the Board.

d. Provide gift to speaker on behalf of membership at each monthly meeting. Speaker gift may be

paid to speaker or given to charity of speaker’s choice.
4. Send next month’s speaker bio and program information to VP of Technology. (Immediately following the last monthly luncheon)
5. Compose monthly board report. (Due @ 5:00pm Tuesday before board meeting)
a. Develop program for each Luncheon Meeting and recruit speakers for a (3) month rolling period (to be presented at Board meeting each month). Use feedback from surveys to keep ‘programs’in line with our membership needs.

6. Attend monthly board meeting. (3rd Thursday of every month)
7. Send speaker bio and program information to VP of Public Relations. (Due the 25th of every month)
Specific activities recommended by month:

MAY

1. End of year budget
Total Time/mo: 5 hours (monthly meeting, board meeting & report)
