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COLORADO WOMEN’S HALL OF FAME
BOARD MEMBER JOB DESCRIPTION
Events (2 Co-Chairs)
	Term Length
	Three years eligible for renewal for one additional term, as approved by the Board of Directors.

	Responsible To
	Board Chair


POSITION SUMMARY
To lead the planning and execution of CWHF events, manage event budgets and vendors, and support the Induction planning team.
MAJOR RESPONSIBILITIES
Lead Events for CWHF
Design events, coordinating with Board Members such and Fundraising to secure sponsors.
Secure locations, preferably in-kind.
Develop the invite list and approach (Admin support may distribute).
Manage vendors involved in the event and include the Regional Representatives in planning when appropriate.
Develop and manage the event budget and update the Board on events.
Event Sponsorships
Work with Fundraising to create awareness of events for annual sponsorship recognition.
Support Induction Planning
Refine the existing Induction project plan and support the Induction planning team (Fundraising, Regional Representatives, Marketing, Communications & PR, EmpowerHer Board Member, and others).
Partner with the Board Chair in selecting the Induction and VIP Reception venues.
Interface with Induction vendors (venue, photographer, caterer, etc.) and review the Induction budget with the Treasurer and Board Chair.
Coordinate with the Volunteer Board Member to secure and manage volunteers.
Strategic
Develop an annual events plan, including budget estimates for revenue to be raised and event expenses.
Identify partnerships that can expand CWHF outreach.
BOARD MEMBER RESPONSIBILITIES (ALL POSITIONS)
Attend monthly Board meetings.
Complete the annual Board Member Give or Get.
Sign Board policy acknowledgements and required Board Development forms each year.
Take part in continuing-education sessions organized by Board Development.
Carry out the responsibilities of this position and report progress on position action items.
TIME COMMITMENT
10–20 hours per month.
KNOWLEDGE, SKILLS, AND ABILITIES
In addition to Board Member Responsibilities:
Event-planning skills
Organizational skills
Leadership skills
Budgeting skills
Team player
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