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Womends Leadership Network
Women’s Leadership Network
Position: Programming Director
1) The Programming Director’s term of office is two (2) years.

2) The Programming Director attends monthly Board meetings. A minimum of nine (9) are required per
year. It is requested to attend as many monthly meetings as possible. If you cannot attend a board meeting,
pass on all pertinent information to another board member to bring to meeting.

3) The Programming Director is asked to promote WLN, support and encourage members of the board,
committee members, and the entire WLN organization.

4) The objective of the Programming Director is to plan monthly luncheon meetings with topics that keep
the interest of the membership, in order to retain membership, as well as have large numbers at monthly
membership meetings. Topics should primarily be business related, staying away from “fluffy” topics.

5) The Programming Director should meet to discuss potential speakers, create a budget and also utilize
WLN members interested in speaking to our organization.

The intention of the speaker is to provide a learning opportunity in a professional

environment which doesn’t require a “hard sell” of products or services.

6) The Programming Director will contact each potential speaker and once confirmed, will follow through
with each speaker. This would include sending a confirmation letter on date/time/program topic and
requesting photo/bio and description of program to include in monthly newsletter.

7) The Programming Director should confirm each speaker one week prior. She should be the contact to
meet the speaker at the luncheon, assist with speaker needs and join them during the meal. Introduce
speaker to others at table and make them feel comfortable. She would then introduce the speaker at the
appropriate time, thank them, and the speaker would be given a choice of $50 of pay or $50 to their
favorite charity.

Special Note: Some of the most successful meetings have dealt with topics on Human Resource issues,
management, business law, balancing home and work, networking skills and programs on self
improvement or self analysis, etc.

8) Confirm speakers four (4) months in advance and promote selections in newsletters and monthly
meetings.

9) At the end of her term of office, the Program Director will turn over all documents, files etc. pertaining
to her position to her predecessor. She will be available to answer questions during a transition period.

10) Tenure — Can serve up to three (3) consecutive terms. Required to pay annual dues as set by the Board
of directors for the fiscal year July 1 through June 30.

11) Covers annual meeting.



