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Job Descriptions for Elected and Appointed Board Officers 
and Program & Project Chairs/Coordinators 

 

July 1, 2017 
 
 
Ashland AAUW written job descriptions first began in fall 2012 when Board 
member and Parliamentarian Sandra Coyner implemented a project, ap-
proved by the Board, asking each elected or appointed officer, chair, and 
project leader to write a draft job description, which Sandra then edited into 
a consistent format.  The draft was reviewed by a Board subcommittee and 
approved by the Board in spring 2013.  The following year, Judy Shih and 
Sandra Coyner worked through another round with the officers and chairs 
reviewing the existing descriptions and proposing a few changes.  That 
product was approved by the Board in spring 2014 and was added to the 
Branch website.  
 
In spring 2017 Co-president Elaine Hamlin undertook another revision in 
which she sent every Board officer their own job description requesting an 
update.  Additionally, Elaine asked program and project chairs or coordina-
tors to revise their job description or write a new one.  For this latest revi-
sion, 39 incumbents of the 34 elected and appointed Board officers and 
program and project chairs or coordinators were consulted, and each wrote 
and/or reviewed and updated her job description.  A draft of the entire doc-
ument was sent to all officers for another review.  After some edits, the job 
description document was sent to the Board to review before the May 22, 
2017 Board meeting, at which time the Board approved it. The final docu-
ment is to be added to the Ashland AAUW website.  Because the docu-
ment includes the names of incoming officers for the AAUW year 2017-
2018, the document is dated July 1, 2017 when new terms begin. 
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The job descriptions of elected and appointed Board members as well as 
program and project chairs or coordinators have evolved over the years.  
The job descriptions in this July 1, 2017 document are the working job de-
scriptions of current jobs of the Branch.  The document is not intended to 
be a historical record of previous Branch jobs and how they evolved, but 
jobs as they are as of the date of this revision.  We expect job descriptions 
to continue to evolve over time to meet the needs of our Branch. 
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[Executive Board Level] 
 

President  (Elected, Board Member) 

Commented [1]:  
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2017-18 = Sandy Theis and Gretchen King 
2016-17 = Sandy Theis and Elaine Hamlin 
2015-16 = Mimi Pippel and Bessie Azari 
2014-15 = Mimi Pippel and Judy Shih 
2013-14 = Board as a whole acted as President 
2012-13 =  Kathy Brandon and Sunny Anderson 
2011 -12 = Leadership Team: Rosemary Adalian, Bessie Azari, Stef Seffinger 
2010 -11 = Leadership Team: Sandra Coyner, Elaine Hamlin, Eleanore Perkins, Rosemary  
  Adalian, Bessie Azari, Stef Seffinger, Carolyn Wilhite 

 
Ideally, the term of office for president or co-presidents is two years.  If the co-president model 
is used, as it has been used since 2015,  it is ideal if elections of co-presidents are staggered 
with one new co-president coming on each year.   Co-presidents may differentiate between 
president and president-elect, may divide roles, or may share roles.  A model of Leadership 
Team also has been used in years previous to 2012, with more than two members sharing in 
the president’s role.  Before Leadership Teams evolved, a single president was the usual 
model.  As the Branch grew in membership and in programs and projects undertaken, the lead-
ership model shifted to shared responsibilities. 
 

The overall responsibilities of this position are: 
 

• Coordinate the Branch and the Board in developing and implementing quality ac-
tivities and policies in support of the AAUW mission and the Branch’s strategic 
plan. 

• Ensure Branch activities are  in accord with national, state and Branch goals and 
by-laws. 

• Ensure Branch by-laws and strategic plans are updated. 
• Chair or facilitate meetings of the Branch and the Board, or delegate to a substi-

tute, including preparing the proposed agenda and, if necessary, working with 
presenters.  For Branch meetings in September, January, and April, Co-presi-
dents are responsible for facilitating items related to various Branch activi-
ties.   Co-Presidents will work with and be supported by the Program Chair if 
Branch meetings include programs in addition to Branch business. 

• Represent, speak for, and respond to inquiries to the Branch, both in the commu-
nity and at Regional/State/National levels of AAUW, or designate a substitute. 

• Lead the Board in ensuring that elections are properly held and that committees, 
teams, task forces, and appointed offices are filled, have a clear statement of ex-
pectations, and are able to follow through. 

• Consider all aspects of Branch activity with a view toward strengthening through 
support, including but not limited to visibility, value to members, relationship to 
mission, budget priorities, and community impact.   

• Communicate to members about Branch priorities and functioning through news-
letter and other appropriate media. 

• Monitor financial records. 
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• Work with other Board members to set the calendar year. 
• Reserve library meeting rooms for all Board meeting and the annual retreat, and 

cancel meeting room reservations if AAUW meetings are cancelled. 
• Work with the Program Chair and other Board members and program coordina-

tors to create and disseminate the schedule of Branch events, including Branch 
meetings and events, Board meetings, and the Holiday Party. 

• Administer leadership duties that arise. 
 

Time required for the job is usually several hours per week, generally throughout the 
year.   Time commitment increases if co-presidents take on special projects, such as by-
law updates, job description revisions, attendance at district, state, or national conven-
tions or meetings, etc.  Co-presidents should decide among themselves how to share 
and distribute responsibilities and should be alert for opportunities to establish new 
teams and delegate, especially to emerging leaders in the Branch. 

 
Qualifications for this job are: 

Significant prior experience in and knowledge of Ashland and AAUW, including our 
specific Branch.  Prior board experience is extremely valuable. 
Leadership skills, including abilities to see the big picture, work with others to achieve 
objectives, complete tasks and respond to queries in a timely manner (including com-
puter use), communicate clearly and honestly, network, recruit others, and delegate. 
 

Benefits of this job: Besides the opportunity to work with others toward a worthy goal, this 
job offers: 

Development of a deeper commitment to the mission of AAUW and a respect for the 
national organization.  
Collegiality with a broad range of members based on service to the Ashland commu-
nity and the Branch. 
Opportunity to use personal skills and education to increase the effectiveness of 
Branch programs, being able to make a difference.  Self-confidence. 
Fine tuning of all skills required to manage a large volunteer organization. 
Lasting personal relationships with Board and members. 
 

Resources available include archived minutes and newsletters, plus some templates and 
guideline documents on our website.  Leadership calendars and guidelines are also 
available from State AAUW, and leadership resources are available from national AAUW 

 
 
 
 
 

Financial Co-Officers (Elected, Board Members) 
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2017-18 = Diana Quirk and ___ 

2016-17 = Diana Quirk 
2015-16 = Christine Fernlund 
2014-15 = Christine Fernlund 
2013-14 = Diana Quirk and Christine Fernlund 
2012-13 = Diana Quirk 
2011-12 = Diana Quirk 
2006-2012 = Joan Enloe 
 
In spring 2017, the position of Financial Officer is being reorganized into two positions of Finan-
cial Co-Officers, with clearly delineated job roles for each of the two Financial Co-Officers, one 
of whom is designated as the Membership Treasurer with her own designated duties, and one 
of whom is designated as the Accounting Treasurer with her designated duties. 
 

The overall responsibilities of this position are: 
 
Membership Treasurer’s duties: 

•   Check the mail on a regular basis and coordinate with Accounting Treasurer on 
distribution.  

•   Receive all membership applications, entering all members with their relevant in-
formation into the National AAUW database, getting the membership applica-
tions to the membership chair, coordinating with membership chair and directory 
chair to make sure all member information is updated and accurate. 

•    Send dues and AAUW funds to State and National organizations and complete 
appropriate paperwork, including 990-N tax forms. 

•    Maintain all BDR’s. 
•    Receive and deposit funds from dues, scholarship campaign, and any other 

source, and make deposits in the correct accounts. 
•    Distribute checks written to SOU or RCC to the relevant schools. 
• Co-chair the Budget Committee, prepare a budget by August in consultation with 

other officers about their financial needs, present and explain the budget to the 
Board for their approval, report regularly to the Board and others as appropriate. 

• Serve as a member of the Board. 
 
 
Time required for each job will be determined once the new model of Co-Finance Officers 

is in place in the 2017-2018 year.  The division of labor is being done to alleviate the 
workload of one person in the position of Finance Officer. 

 
Qualifications for each job are: 

Long-term membership in AAUW Ashland and familiarity with its activities. 
Aptitude in working with numbers and preparing reports.  Formal bookkeeping skills 
are useful but not required. 
Ability to use basic computer software to track funds and prepare reports. 
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Accuracy and timeliness in completing tasks. 
Ability to work with members to ensure that all comply with appropriate financial pro-
cedures. 
Willingness to participate in collaborative decision making for the Branch as a whole, 
as a Board Member. 
 

Benefits of this job: besides the opportunity to work with others toward a worthy goal, this 
job offers a chance to help our Branch allocate its resources effectively toward achieving 
our goals. 

 
 

Recording Secretary  (Elected, Board Member) 

2017-18 = Peggy Moore 

2016-17 = Peggy Moore 
2015-16 = Peggy Moore 
2014-15 = Peggy Moore and Christine Fernlund 
2013-14 = Laurie Carter and Peggy Moore 
2012-13 = Laurie Carter and Peggy Moore 
2011-12 = Peggy Moore, Colette Sheehan 
 

The overall responsibilities of this position are: 
 

• Ensure that minutes are prepared, sent out for review, revised, distributed, rec-
orded, and preserved, for all Board meetings and those Branch meetings in which 
official business is conducted (especially election of officers).   

• Work with a team to develop a policy and a plan for archiving minutes of the Branch.  
• Ensure that a summary of each meeting is sent to the editor of Vision, our Branch 

newsletter. 
• Serve as a member of the Board. 
 

Time Required for the job is about 4 to 5 hours per month. 
 
Qualifications for this job are: 

Basic computer skills to prepare and distribute minutes. 
Good writing skills including ability to write a summary. 
Ability to accept corrections with a sense of humor. 
Willingness to participate in collaborative decision making for the Branch as a Board 
Member. 
 

Benefits of this job include the chance to get a clearer understanding of the workings and 
projects of Ashland AAUW. 
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Members-at-large  (Elected, Board Members) 

2017-18=  Julie Benezet and Pam Shay 

2016-17 = Kate Wolf-Pizor and Carryl Breon 
2015-16 = Priscilla Arnold and Kathy Brandon 
2014-15 = Jean Conger and Bessie Azari 
2013-14 = Judy Shih, Kathy Brandon, and Sunny Anderson 
2012-13 = Carryl Breon and Chris Donchin 
 
According to a review of past Ashland AAUW Membership Directories, the two positions of 
Members-at-large were added to the Board beginning in the 2012-13 Ashland AAUW year as 
appointed Board positions.  In the 2015-16 Ashland AAUW year, they moved to the  administra-
tive level as elected Board members.   
 
 

The overall responsibilities of this position are: 
 

• Serve as a member of the Board, offering reflections, feedback, and support as 
appropriate with the entire membership in mind.    

• Participate in particular Board or Branch projects as gaps are identified. 
• May Introduce new ideas and volunteer to assist. 
 

Time required for the job is several hours a month, including attending Board meetings and 
preparing for them, which may include taking initiative to contact others to gain infor-
mation necessary for fuller understanding. 

 
Qualifications for this job are: 

Willingness to participate in collaborative decision-making for the Branch as a whole, 
as a Board Member. 
Knowledge about AAUW Ashland Branch and members, usually gained from years of 
experience in the branch or a strong desire to learn more about the Ashland Branch. 
Ability to see the “big picture” and think about what is best for the Branch as a whole, 
without favoring particular activities or aspects of the Branch. 
 

Benefits of this job include: 
A chance to see one’s experience be of value to the Branch, without necessarily 
needing to be in charge of a project or making a large time commitment. 
Becoming more aware of the Branch as a whole, while being part of the decision-mak-
ing. 
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Parliamentarian  (Elected, Board Member) 

2017-18=  Sandra Coyner 

2016-17 = Sandra Coyner 
2015-16 = Sandra Coyner 
2014-15 = Sandra Coyner 
2013-14 = Sandra Coyner 
2012-13 = Sandra Coyner 
2011-12 = Sandra Coyner 
 
 

The overall responsibilities of the Parliamentarian are : 
 
• Advise the President (or her designee) on process and procedure for decision-making in 

meetings of the Board or the Branch (or other meetings as requested). 
• Serve on the Board.  (Decisions about procedure are made by whomever is actually chair-

ing the meeting, subject to change by the group.)  In practice, the Parliamentarian of-
ten serves as institutionalized memory in human form, assuming that we appoint 
someone with sufficient experience in Ashland AAUW. 

 
Time required for the job can be minimal, beyond attending the meetings, or more time-

consuming if the Parliamentarian takes on specific projects. 
 
Qualifications for this job include: 

Sufficient knowledge of small group process, including but not limited to Robert’s 
Rules of Order and Roberta’s Rules, to effectively advise meeting facilitators.  
Knowledge of AAUW-Ashland’s processes and activities in recent years, including 
precedents that may guide decisions.  Past presidents are good candidates for this 
job. 
Willingness to participate in collaborative decision-making for the Branch as a whole, 
as a Board member. 
 

Benefits of this job include a chance to see one’s experience be of value to the Branch, 
without necessarily needing to be in charge of a project or making a large time commit-
ment. 
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[Administrative Level - Appointed Board Officers with their 
Program Level Chairs/ Coordinators] 

 
 

Membership Chair (Appointed, Board Member) 

 
2017-18=  Priscilla Arnold 
2016-17 = Priscilla Arnold 
2015-16 = Karen Spence 
2014-15 = Karen Spence 
2013-14 = Karen Spence 
2012-13 = Karen Spence 
2011-12 = Elaine Sweet 
 
This position was more clearly defined in spring 2014 as middle management.  The position 
evolved in 2016  to coordinate and represent the positions of Membership Welcoming Coordina-
tor, Membership Communications Coordinator, Directory Editor, and Contact Secretary. 
 

The overall responsibilities of this position are: 
 

• Support the Branch’s efforts to sustain a lively Branch membership. This is ac-
complished by leading a team focused on retaining current members and recruit-
ing new ones.                  

• Coordinate annual member registration with Branch Financial Officer, and main-
tain accurate and current databases of members’ contacts and vital information. 

• Maintain current and accurate Branch website directory. 
• Coordinate with other team leaders and officers (for example, Financial Officer, 

directory, newsletter) regarding membership issues and updates. 
• Communicate with prospective members and welcome new members,  providing 

them with information and materials they need. 
• Delegate or coordinate orientations and other events for new members.  
• Submit regular reports of Membership activities to the Board and the Vision. 
• Serve as a Board member. 
 

Time required for the job include convening team meetings, attending Board meetings, 
maintaining databases, networking with treasurer and Ashland Vision (newsletter) team, 
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communicating with new and prospective members, and special team projects, a rough 
average is 8-12 hours per month.  During the main registration period (April-June), the 
average is probably about 18 -20 hours/month.  Responsibilities are spread throughout 
the year. The most intense database activity is April-June, the initial annual registration 
period. If the team decides to hold new member gatherings, focus groups, or other mem-
bership activities, there can be other busy times, as well. 

 
Qualifications for this job are: 

Ability to use Excel or another spreadsheet program is essential for database mainte-
nance. 
Ability to use email and enter information on national website is also essential. 
Reasonable attention to detail. 
Ability to communicate effectively with prospective members (friendly, low-key). 
Ability to facilitate productive team meetings. 
Willingness to participate in collaborative decision making for the Branch as a whole, 
as a Board member. 
 

Benefits of this job include the opportunity to become acquainted with a large number of 
AAUW Ashland members. 

 
Resources available from prior years include Internal team job descriptions, work flow 

charts, notes of previous meetings and projects, current membership databases, rele-
vant documents, tradition of mentoring new team leaders. 

 
 
 
Membership Welcoming Coordinator:  (Appointed; Not on Board; Re-

ports through Membership Chair) 
 
2017-18= Erin Finklea 
2016-17= Kori Calvert 
 
This job was created as a separate position in 2016. 
 
 
The overall responsibilities of this position fall within four types of activities:  General plan-

ning, Branch meetings, New member orientation events, and End-of-year Potluck, and 
they specifically include these responsibilities: 

 
• General:  schedule and coordinate welcoming activities, working closely with Membership 

Chair.  These apply especially to new members. 
• Branch Meeting:  arrange and orient greeters for each Branch meeting. 
• New member Orientation events:  plan and help lead events, including communication to 

participants.  Ordinarily, two to three events are held each year. 
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• End-of-year Potluck:  plan and help lead event, which includes all of Membership Commit-
tee and all new members.  Email communication to participants. 

 
Time Required:  The following estimates are by the 2016-17 Membership Welcoming Coor-

dinator, Kori Calvert, as of spring 2017. 
 
1.  Greeters. About an hour per Branch meeting.  This includes arranging for Greeters, sending 
out email reminders, arriving about 20 minutes early for each meeting to get all the Greeters 
briefed and situated, and sending an email thank-you to Greeters after each meeting. And keep-
ing the Membership Chair informed  via email of Greeters for each meeting.  
 
2.  New Member Orientations.  About 5 hours per orientation.  This includes the orientation itself 
(2 1/2 hours, based on arriving 1/2 hour early to help with set-up). 3 hours to arrange for a host 
and discuss set-up and keep her informed of the number of attendees; emailing new members 
“Save The Date” notifications with orientation details, tracking responses, sending follow-up re-
minder with directions to the host home; and contacting seasoned members to arrange for food 
and beverages for the meeting. Shopping and preparing finger food for the meeting. Sending 
email and/or snail mail thank you's to seasoned member participants and to the orientation host. 
Keeping in contact with the Membership Chair re orientation responses  and also new members 
and sending additional orientation emails as necessary after the initial invitation goes out. 
 
3. New Member Potluck. 2 hours (plus time spent prepping a dish for and attending the pot-
luck).  Coordinating a potluck date with hosts on the team. Coordinating list of new members to 
be invited with Membership Chair to be sure we’re not missing anyone.  Emailing an invitation to 
our new members and those on the Membership Committee. Sending a follow-up re-
minder.Keeping key players informed of number attending. Thank you note to our host. 

 
Qualifications for the job:  Willingness to communicate and coordinate activities primarily 

by email;  Participating in the events. 
 
 
 
 
Membership Communications Coordinator:  (Appointed; Not on Board; 

Reports through Membership Chair) 
 
2017-18 = Maureen Wilson-Jarrard 
2016-17 = Maureen Wilson-Jarrard 
 
Previous to the 2016-17 Ashland AAUW year, this communications function was done by 

the Membership Chair herself.  It is now a separate position which reports to the Mem-
bership Chair. 

 
The overall responsibility of this position is to:   
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• Send emails to the Ashland AAUw membership.  These emails include information and 

newsletters from the local branch and information from Oregon state organization.  All 
emails must first be approved by the branch president(s), unless, like the newsletter, 
they are recurring.  

Procedure: A dedicated email address has been created in Gmail, and all emails are sent 
through this following address. 

 AAUWAshlandMembership@gmail.com 
 Password:  TeamWork 

Members need to be made aware of it on a regular basis so that the emails do not go to their 
spam or junk folders. 
 
A Google contact list has been set up for AAUW Ashland. This contact list is attached to the 
AAUW Ashland Membership email account. 

 Each member’s name and email address has been added to the contact list as of March 
2017. 

  The contact list must be updated as new members join the organization and complete a 
membership application. The applications are sent electronically to the email manager 
who then creates the new google contact from the information on the application. 

 The contact list is divided into seven (7) alphabetical groups. New members’ names 
need to be entered into the correct group. 

 
When preparing an email to be sent, the email manager copies the information provided to her 
into a Word document and saves it to her computer for record keeping purposes and also for 
easy access should she need to resend the message at a later time. Attachments such as the 
newsletter should be also saved to the email manager’s computer.  

 The email message is prepared. Frequently the message needs to be formatted to make 
it easier to read or visually more attractive. 

 The prepared message is copied and pasted into the body of the email. 
 A subject line (usually provided by the sender) is typed or copied into the subject line 

space. 
 If a document is to be sent, it is attached to the email. 
 The email manager addresses the email to herself and uses the BCC (blind copy) option 

to address the members by groups (Group 1, Group 2, Group 3, Group 4, Group 5, 
Group 6; Group 7). 

 Emails are sent to each group separately for a total of seven emails. This is a precaution 
so that the email will not automatically be sent to junk mail and so that Gmail won’t shut 
down the delivery. 
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Directory Editor (Appointed; Not on Board; Reports through Member-
ship Chair) 

 
2017-18 = Linda Lipkind 
2016-17 = Linda Lipkind 
2015-16 = Linda Lipkind 
2014-15 = Linda Lipkind 
2013-14 = Linda Lipkind 
2012-13 = Linda Lipkind 
2011-12 = Linda Lipkind 
2010-11 = Linda Lipkind 
 

The overall responsibility of this position is to 
 
•  Produce the annual AAUW-Ashland Member Directory, a photocopied multi-page booklet 

distributed at the September Branch meeting and thereafter.   Producing the Directory 
entails collecting from the Membership Chair a list of members that includes their con-
tact and other personal information and setting it up in a consistent format; collecting 
content and photos from various officers and members about all Branch activities; typ-
ing, editing, and proofreading the booklet; making and affixing labels; working with a 
professional copy/printing business; and supervising distribution. Some tasks can be 
delegated.  A larger booklet or more expensive setup and/or printing arrangement en-
tailing extra costs could be supported by including ads in the Directory, perhaps includ-
ing working with a designated advertising manager. 

 
Time required for the job is about 15-20 hours per week in July and August, when content 

is assembled and member information trickles in after the June 30 registration deadline 
with many additions, deletions, and changes.  The Editor also works closely with the 
Membership Chair throughout the year to keep new member information updated.  This 
can periodically take a few extra hours of work.  During the final editing stages of the 
booklet she works with several volunteer members proofers.  Copying/ printing of the fi-
nal directory should occur the last week of August.  This enables the directory to include 
as many updates as  possible before the September Branch meeting. 

 
Qualifications for this job are: 
Solid computer-based writing and editing skills. 
Ability to use, or learn to use, software for layout and making labels. 
Vigilant attention to detail. 
Presence in Ashland during much of July and August. 
Ability to work with vendors (printer) and work with budget and Branch reimbursement 
procedures. 
 
Benefits of this job include meeting members and receiving heartfelt appreciation from 
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members who use their Directory throughout the year. 
 
Resources available from prior years include CDs, copies, and templates of previous 
Directories, timetables for work and work delegation. 
 
 
 

Contact Secretary  (Appointed; Not on Board; Reports through Member-
ship Chair) 

 
2017-18 = Rosemary Adalian 
2016-17 = Rosemary Adalian 
2015-16 = Rosemary Adalian 
2014-15 = Rosemary Adalian 
2013-14 = Rosemary Adalian 
2012-13 = Annette Lewis 
2011-12 = Annette Lewis 
 

The overall responsibilities of this position are to be aware of members experiencing par-
ticular joys or sorrows and communicate to the members through the newsletter and of-
fering sympathy and congratulations on behalf of the Branch, usually by sending a card. 

 
Time required for the job is about an hour a month, including keeping records, sending 

cards, and sending notices to the newsletter editor.  Some months are busier than oth-
ers. 

 
Qualifications needed for this job are compassion and ability to follow through when a com-

munication is needed, and ability to keep records.  Especially helpful for keeping an ear 
to the ground for information about members is being in several interest groups with dif-
ferent memberships.  Decent handwriting, spelling, usage are important.  Ability to ac-
quire and keep track of note cards and postage. 

 
Benefits of this job are a chance to understand what is going on in the lives of members 

that we often would not know (i.e., both exciting honors and pains and losses),  and to 
express support from Ashland Branch to its members. 

 
 

Communications Chair (Appointed, Board Member) 
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This position was created in spring 2014 to begin in the 2015-16 Ashland AAUW year as middle 
management to coordinate and represent the positions of Webmaster and the Newsletter Man-
aging Editors.   
  
2017-18 = Janet Troy 
2016-17 = Janet Troy 
2015-16 = Designing Divas Team 
 
The overall responsibility of this position is to oversee the communications function of the 
Branch, currently conducted by the Designing Divas who develop and maintain the Branch web-
site and the production of the Branch newsletter, the Vision. 
 
Qualifications for this job are: 
• Ability to work with teams, including leading or supporting small group/task force meetings. 
• Willingness to participate in collaborative decision-making for the Branch as a while, as a 

Board member. 
 
Benefits of this job include the opportunity to participate as a member of the Board of Directors 
and obtain a genuine overview of Ashland AAUW Branch activities, leaders, and members. 
 
Time Required:  Approximately 3 - 4 hours per month, including Board meetings. 
 
 
 
 

Webmaster  (Appointed; Not on Board; Reports through Communica-
tions Chair) 

The Webmaster role was initiated in 2011, and in 2015 the role expanded from one 
person being responsible to a team of skilled members, who called themselves De-
signing Divas, taking on web site development and maintenance.   

 

2017-18 = Designing Divas Team (Mimi Pippel, Carol Mockridge, Ginny Dugan, Pat Brewer) 
2016-17 = Designing Divas Team (Mimi Pippel, Carol Mockridge, Ginny Dugan, Pat Brewer) 
2015-16 = Designing Divas Team (Mimi Pippel, Carol Mockridge, Sandra Coyner, Pat Brewer) 
2014-15 = Pat Brewer 
2013-14 = Ginny Dugan 
2012-13 = Ginny Dugan 
2011-12 = Ginny Dugan 
 
The overall responsibilities of this job are to: 
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•  Maintain the Branch website, ensuring the site is functioning properly and content is accurate 
and useful to members. 

• Coordinate the website team, called the Designing Divas. 
• Maintain contract for web hosting with national AAUW. 
• Train committee chairs to submit content to the national web team. 
• Maintain the Branch home page, Google calendar and any pages not assigned to a commit-

tee chair. 
• Examine and analyze site traffic. 
• Regulate and manage access rights of different users. 
• Advise content providers on principals of good layout of web pages. 
• Test website to see if any sections are hard to navigate or if content that members need is 

missing. 
 
 
Time Required:  3 to 5 hours per month. 
 
Qualifications:  Be able to write articles, transfer pictures, and send emails.  Know how to add 
events on Google Calendar.  Have a basic understanding of websites. 
 
 
 
Newsletter Managing Editor (Appointed; Not on Board; Reports through 
Communications Chair) 

 

2017-18 = Pat Brewer and Ellen Fowler 
2016-17 = Pat Brewer and Ellen Fowler 
2015-16 = Pat Brewer, Rae Otto, Ellen Anderson Fowler, Sharan Newman 
2014-15 = Rae Otto  
2013-14 = Pat Brewer and Rae Otto 
2012-13 = Pat Brewer 
2011-12 = Pat Brewer 
 

The overall responsibility of this position is to: 
 
•  Create and publish our Branch newsletter, Ashland Vision, to keep Branch members in-

formed and engaged about AAUW activities.   
• Create and publish nine issues covering Ashland, South District, State, and to some ex-

tent the National AAUW.  
• Alert Branch leaders to individual responsibility to submit articles. 
• Work with Newsletter Team on yearly schedule and distribution of responsibilities (i.e. lay-

out, readers, photographs, distribution of issues).  Each issue generally involves decid-
ing tentative lineup of articles. 
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• Notify contributors; ensuring accuracy; editing articles for accuracy, grammar, clarity, and 
conciseness;  

• Work with a layout editor; supervising proofreading; compiling reader suggestions and re-
sponding appropriately. 

 
Time required for the job is about 6-8 hours a month. 
 
Qualifications for this job are: 

Editing, communication, and project management skills. 
Knowledge of Branch workings—activities, what happens when, who is responsible, 
who is knowledgeable. 
Familiarity with State AAUW and National AAUW event schedules and happenings. 
 

Benefits of this job include a chance to obtain a genuine overview of AAUW Ashland 
Branch activities, leaders, and members.  This job can also be important on a resume for 
a related professional field. 

 
Resources available from prior years include outlines for typical monthly content, writing re-

sponsibilities, process, and schedule; and the AAUW Ashland Style Sheet. 
 
 

 
 

Public Relations Chair (Appointed, Board Member) 

2017-18 = 

2016-17 = Mimi Pippel 
2015-16 = Mimi Pippel 
2014-15 = Mary Coombs 
2013-14 = Christine Fernlund 
 
 
This position was developed as a separate position  in spring 2013 to begin in the 2013-14 Ash-
land AAUW as middle management, and the position has been updated in spring 2017. The job 
coordinates and represents the three positions of  Chamber Liaison, Photographer/ Historian, 
and the College/ University Partnerships Chair.  
 

The overall responsibilities: Public relations is a strategic communication process that 
builds mutually beneficial relationships between organizations and their publics.  Public 
relations can also be defined as the practice of managing communication between an 
organization and its publics. Our Branch set up this job to include the duties of a Public-
ity Chair. This person/team will work with the Designing Divas to ensure our website is 
kept up to date and with our newsletter team to share specific activities and events with 
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the public. Our Branch now has a commitment with the Ashland Tidings newspaper to 
provide a quarterly article on topics pertinent to our mission and today’s news, and will 
work with the Public Policy Chair/Team on articles and topics. Staying in contact with 
news of our Branch’s relationship with SOU will also be very important. 

 
Time required for the job would probably several hours or more per month, depending on 

the activity level and events.   
 
Qualifications for this job are: 

Ability to work with all Board chairs and keep up to date with all Branch activity. 
Knowledge of internet/social media is helpful but the chair can work with others who 
have these skills. 
A thorough and updated media contact list will be essential and a good working rela-
tionship with the Ashland Chamber of Commerce. 
Basic understanding about how our local print and broadcast media work. 
Ability to work with deadlines. 
Knowledge of Ashland AAUW’s activities and strengths. 
Professional expertise in public relations, marketing, and/or journalism is helpful but 
not required. 
 

Benefits of this job include a chance to learn about and make contacts in local media, and 
can include building a resume and making contacts with potential employers if this work 
is in one’s professional field. 

 
 

Photographer / Historian (Appointed; Not on Board; Reports through 
Public Relations Chair) 

 

2017-18 = Alice Mallory 
2016-17 = Alice Mallory and Jean Conger 
2015-16 = Alice Mallory and Jean Conger 
2014-15 = Alice Mallory 
2013-14 = Alice Mallory 
2012-13 = Alice Mallory 
2011-12 = Alice Mallory 
 

  Photography:  The overall responsibility of this position is to create photo records of      
the activities and achievements of our Branch, as published in the monthly VISION  
newsletter and other media. The photography part of this job includes taking pictures at 
AAUW events and identifying and sending selected photo files to the Newsletter editor 
and to others who need them for Branch publicity.  A second set of digital photos are 
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transferred to the Directory Editor’s computer as a second back-up for use in the Branch 
Directory. 

 
Historian:  The overall responsibility of the historian part of this position is to keep 
copies of the Branch’s VISION newsletters, media articles from online news sources, 
and bring copies of the annual Branch Membership Directory. 

 
Time required for the job is about 2 to 5 hours a month, depending on time spent working 

with photographs, in addition to attending meetings and special Branch events. 
 
Qualifications for this job are: 

Ability to take pictures of individuals, groups, and candid shots. 
Possession of camera and photo software with email and sharing capabilities. 
Ability to meet monthly deadlines (for newsletter, etc.). 
Helpful: work well with others, enjoy taking photos. 
Ability and willingness to learn names and identify people in photos.  
 

Benefits of this job include learning new skills related to photography and computer photo 
programs, and an opportunity to know many AAUW members by name. 

 
Resources available from prior years include photos in annual binders from years 1988 to 

1999 and 2003 to 2011 and copies of the branch’s newsletter, VISION. 
 
 
 

Chamber Liaison  (Appointed; Not on Board; Reports through Pub-
lic Relations Chair) 

 

2017-18 = Donna Wright 
2016-17 = Donna Wright 
2015-16 = Donna Wright 
2014-15 = Norma D’Isidoro 
2013-14 = Norma D’Isidoro 
2012-13 = Norma D’Isidoro 
 
Prior to 2013 this position was called Community Liaison,  Beginning in the 2013-14 Ashland 
AAUW year, the position was titled Chamber Liaison.  The job duties remained unchanged. 
 
 
The overall Responsibilities of this job are to: 
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•  Increase awareness of AAUW and its programs in support of its mission, increasing op-
portunities for social networking by attending and maintaining connections with the 
Chamber of Commerce meetings. 

• Attend networking meetings of the Ashland Chamber of Commerce Greeters.  
• Host Chamber Greeters once a year to promote Ashland AAUW programs.  
• Distribute AAUW brochures to Ashland Chamber and the Ashland Library. 
 
Time required is about 25-30 hours per year for Greeters meetings and various hours for 

AAUW events, and, in some years, preparing for and hosting Chamber Greeters; con-
centrated in late May or June. 

 
Qualifications needed to do this job: 

Organizational skills for occasionally arranging and hosting Chamber Greeters. 
Ability to speak in front of a crowd. 
 

Benefits include getting to know members of the business community and enjoying the 
lively Chamber Greeters meetings.  

 
 
 
 
University Partner Chair  (Appointed;  Not on Board;  Reports though Pub-
lic Relations Chair) 
 
 
2017-18 = Mimi P[ppel and Olena Black 
2016-17 = Mimi Pippel and Olena Black 
2015-16 = Judy Shih 
 
This position of Colllege/University (C/U) Partnership Chair was created as an appointed posi-
tion beginning in the 2015-16 Ashland AAUW year under the direction of the Public Relations 
Chair.  The job description was developed in spring 2017.   
 
The overall responsibilities of this position are to: 
 
• Coordinate C/U Outreach and Programs by serving as a local link between AAUW and the lo-

cal Branch, state, and university partner. 
• Ensure that the Branch strategic plan and budget include C/U recruitment, retention, and en-

gagement. 
• Encourage Branch Scholarship Chair in promoting individual AAUW memberships to recipi-

ents. 
• Collaborate with Branch leaders to involve students, current C/U members, and potential C/U 

members in Branch activities. 
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• Maintain regular contact with state C/U chair and share successful recruitment and retention 
projects with state. 

• Communicate with SOU’s C/U representative (Dean of Student Services) and C/U Repre-
sentative (Director of Women’s Resource Center). 

• Respond to and initiate communications with AAUW at national, state and branch levels. 
• Regularly disseminate information and plan specific methods to recruit students to join AAUW 

as an e-student affiliate. 
• Conduct student recruitment by sending e-mails to student government lists and the Women’s 

Resource Center. 
• Encourage campus participation in AAUW programs, such as the National Conference for Col-

lege Women Student Leaders (NCCWSL), $tart $mart, Elect Her - Campus Women Win, and 
other initiatives.  

• Respond to outreach initiated by AAUW in an attempt to meet the needs of SOU using AAUW 
resources. 

• Inform AAUW National of new contact information when it changes. 
 
 
Qualifications:  A good candidate will be skilled at goal setting, program development, and 
communication, as well as team and coalition building.  Candidates also should have a passion 
for college student development and community outreach. 
 
Time required:  Approximately four to seven hours a month, with the heavier time commitment 
from January to May.  Attendance at AAUW state and national conventions is encouraged. 
 

Programs Chair   (Appointed, Board Member) 

2017-18 = Tricia Acheatel 

2016-17 = Sunny Anderson and Kathy Gorman 
2015-16 = Sunny Anderson, Elaine Sweet, Pam Haunschild, Nancy Schulman 
2014-15 = Sunny Anderson, Elaine Sweet, Mimi Pippel, Judy Shih 
 
This position was created in spring 2014 as middle management.  In spring 2017, the position is 
now designed to work with the Board to choose Branch program topics and presenters at 
Branch meetings, in addition to coordinate and represent the following four positions, Celebra-
tion of Scholars Chair; Salons Coordinator;  Interest Groups Coordinator, and Friendship Circles 
Coordinator.   
 
The overall responsibilities of this position are first of all to ensure high-quality Branch pro-
grams that support members’ interests and the AAUW mission, including such possibilities as 
(1) Branch programs designed to appeal to and bring in members of the general public, and (2) 
program aspects of Branch meetings designed to appeal mainly to Branch members.  These 
programs can take a variety of creative forms at the discretion of this team.   
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• Our Branch has formerly used a system of individual Forum Teams that each take 
responsibility for a particular forum, and if this approach is used, the Program Chair 
provides initiative, coordination, advising, support, and a watchful eye for these 
teams, especially helping them anticipate needs and locate resources, and create 
adequate marketing/publicity. 

• Ensure that facilities arrangements are planned and implemented. 
• Ensure that information is distributed widely within the Branch via announcements 

at Branch meetings, newsletter articles, web page, and email. 
• Prepare for the next year’s programs throughout the year by exploring possible top-

ics, speakers, programs, and team participants.  Ideally, plans for the next year’s 
programs will be underway at the time of the June Board planning retreat or shortly 
thereafter to ensure publication in the Branch directory published in August.  

• Ensure that programs are “de-briefed” or evaluated, whether formally or informally, 
both by the team(s) and by others, to identify what is working well and what could 
be better. 

• Serve as a Board member. 
 

Time required for the job in its present configuration needs to be assessed. 
 
Qualifications for this job are: 

Ability to work with teams, including leading or supporting small group meeting skills 
(agendas, deadlines, timelines). 
Knowledge of AAUW mission, members’ interests, what has worked well and not so 
well. 
Previous experience working on several previous AAUW programs is extremely use-
ful. 
Willingness to participate in collaborative decision making for the Branch as a whole, 
as a Board Member. 
 

Benefits of this job include a chance to work with many talented Branch members and to 
learn about a number of issues important to members. 

 
Resources available from prior years: 

Template for forums, written and updated several times over the years—a helpful 
checklist. 
Notes from forum review committee fall 2013. 
List of contacts for publicity, updated 2013. 
Various branch-owned decorations and equipment. 
A range of program topics identified and prioritized at the branch’s Annual Retreat. 
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Celebration of Scholars Chair  (Appointed;  Not on Board;  Reports through 
the Program Chair) 
 
2017-18 =  
2016-17 = Mimi Pippel and Peggy Moore 
2015-16 = Diana Quirk and Sunny Anderson 
2014-15 = Elaine Sweet 
2013-14 = Sunny Anderson and Elaine Sweet 
2012-13 = Pam Erwin and Susan Unger 
2011-12 = Sherry Morgan and Sandy Theis 
 
 
The Celebration of Scholars event, formerly called the Honors Brunch, has occurred as long as 
the Ashland AAUW Branch has awarded scholarships to women students at Southern Oregon 
University and Rogue Valley Community College.  Some years the event is coordinated by a 
single chair and some years by co-chairs. 
 
The overall responsibilities of this position are to:  
 

• Select a committee to work on the event and hold two to three committee meetings to assign 
responsibilities and present the event. 

• Coordinate the following committee member tasks:  develop a program for the event; find 
someone to layout the program and have it printed; choose an emcee; assign a refreshments 
coordinator; assign a beverage coordinator; work with the Scholarship Committee Chair/Co-
chair to obtain scholarship recipients’ names, photos, biographies, welcome letter for the in-
side cover of the program and send invitations to recipients and their families; work with the 
Branch College/University chair to obtain NCCWSL scholarship recipients’ names and photos; 
coordinate layout of SOU’s Rogue River Room (tables, chairs, stage, microphones, and other 
A/V needs) and submit to SOU a license for wine servers to serve and a certificate of liability;  
reserve items needed from SOU caterer (tablecloths, ice water, small plates) and access to 
refrigerator in SOU’s kitchen the day of the event; arrange for flowers; assign a coordinator for 
greeters and table monitors the day of the event; assign a coordinator for set up and tear 
down responsibilities; assign a person to make name tags, reserve seating signs, and award 
certificates. 

• Contact appropriate personnel from SOU and RCC which include the two Presidents, the 
Foundation Board Chairs; the Foundation Directors; Named Scholarship Donors; and others 
requested by the two institutions. 

• Identify either a keynote speaker, special guests or musicians. 

• Identify an AAUW photographer. 

• Work with the Scholarship Committee Chair/Co-chair to confirm scholars and assign mentors. 

• Check in with coordinators as the event gets closer. 
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• Be present at the event and help as needed throughout the evening. 
 
Time Required of the Chair/Co-chairs:  The primary work begins in early March with a gen-
eral committee meeting.  Tasks are assigned and timelines established. 
 
Invitations to College and University personnel and others should be sent as a “save the date” in 
early April with a personal follow-up note in early May. 
 
Check in with coordinators beginning in early April and arrange final coordinators meeting two 
weeks prior to the event.  Assist if needed. 
 
Approximate time for the Celebration of Scholars spent by the Chair/Co-chairs:  30 hours 
 
Qualifications  
 

• Organizational skills 

• Communication skills 

• Ability to work collaboratively 

• Patience 
 
Benefits 
 

• Opportunity to lead one of the Branch’s cornerstone projects, i.e., education support for 
women. 

• Opportunity to get to know a variety of members for whom this is the signature event of the 
year. 

 
Resources 
 
Previous members of this committee are usually available to guide newer members.  New vol-
unteers can be supplied by the Membership Chair.  There is an updated (and priceless) “How 
To” handbook and miscellaneous supplies from AAUW Ashland storage (napkins, vases, uten-
sils, etc.).  Printing discounts are available through Office Depot with the AAUW discount card 
which is available on the National website. 
 
Salons Chair  (Appointed, Not on Board, Reports to Program Chair) 
 
2017-18 = Chris Donchin and Karen Spence 
2016-17 = Chris Donchin and Karen Spence 
2015-16 = Chris Donchin and Karen Spence 
2014-15 = Chris Donchin and Karen Spence 
2013-14 = Chris Donchin and Karen Spence 
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The Salon Chair(s) coordinate a program begun in the 2013-14 Ashland AAUW year.  The job 
description was written in spring 2017.  Currently the Salons doubles as a fundraiser for AAUW 
Funds ($10 per reservation), which brings awareness of AAUW Funds to members. 
 
The overall responsibilities of this position are to: 
• Hold three salons a year, preferably at the home of a member. 
• Choose a member/speaker who has something to share/discuss that is of interest. 
• Keep in mind that many of our members are extraordinarily involved in activities, sometimes 

outside AAUW, that promote and illustrate the vitality of our members. 
 
Time required:  Approximately 15 hours per AAUW year. 
 
 
 

Interest Groups Coordinator  (Appointed; Not on Board; Reports 
through Programs Chair) 

 

2017-18 = Shannon Stuver 
2016-17 = Kathy Gorman 
2015-16 = Kathy Gorman 
2014-15 = Kay Johnson and Diane Novak 
2013-14 = Kay Johnson and Diane Novak 
2012-13 = Suzanne Hering 
2011-12 = Joan Brown and Suzanne Hering 
 

The overall responsibilities of this position are to  
 
 

• Coordinate Interest Groups (IGs) for Branch members and their coordinators, espe-
cially at the September Branch meeting when members sign up for IGs. 

• Put together a master list of IGs: descriptions, meeting days and times, and coordi-
nators’ contact information. 

• Assist members who want to start a new IG. 
• Coordinate with Membership, Directory, IG leaders, and other officers to ensure dis-

semination of  information about IGs.  
• Help new members become familiar and get involved with IGs. 
• Coordinate with Newsletter Editors information about IGs monthly. 
• Support and encourage existing IGs, including helping them resolve any issues that 

may arise, using the “Interest Group Guidelines for IG Coordinators”. 
 



 

Page 30 

Time required for the job is about an hour a month plus additional time in summer to get in-
formation ready for the new Directory and for the September signup meeting and to  co-
ordinate signups at that fall meeting.  Also, there is email time to contact IGs monthly for 
the newsletter column on IG information. 

 
Qualifications for this job are good interpersonal skills, ability to be organized and meet 

deadlines, and basic email and computer skills. 
 
Benefits of this job include a chance to become more familiar with the wide range of Interest 

Groups in our Branch, and the people who lead them. 
 
Resources available include the document “Interest Group Guidelines for Coordinators” on 

the web site, as well as the IG Calendar, template/timeline of Coordinator tasks, and 
template for Master List. 

 
 
 

Friendship Circles Coordinator  (Appointed Position;  Not on 
Board;  Reports through Program Chair) 

 
2017-18 = Elaine Sweet 
2016-17 = Elaine Sweet 
2015-16 = Elaine Sweet 
 
This Ashland AAUW program began in 2015.  The job description of this position 

was written in Spring 2017. 
 
The overall responsibilities of this position are to: 
 
• Collect sign-ups for Friendship Circles at the September meeting. 
• Ask for an all-member email to be sent out to allow those who were unable to at-

tend the September meeting to participate. 
• Sort names into groups of six, and look over previous records to eliminate dupli-

cates of members being with same members in previous years. 
• Send out the list to everyone in the groups, and appoint someone, usually the first 

name on the list, to draw the groups together. 
• Groups can meet at any time convenient to the members, i.e., lunch, afternoon tea 

or wine, breakfast, etc.  The idea is that the meeting time is short (about an 
hour or so), is not a lot of work for a meeting’s host preparing food, and pro-
vides a friendly time together. 
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Community Projects Chair (Appointed, Board Member) 

2017-18 = Carol Ryan 
2016-17 = Gretchen King 
2015-16 = Sara Brown 
2014-15 = open 
2013-14 = Nancy Schulman 
2012-13 = Christine Fernlund  
2011-12 = Rosemary Adalian 
 
This position has had different titles over the years, and the position was defined in spring 2014 
as middle management to coordinate and represent project leaders and/or contact persons for 
Branch projects.  The current job description combines elements of job descriptions written and 
approved by the Board in 2013 which are in effect in spring 2017. The current projects are 
AWSEM, SOU and RCC Scholarship Chair, Strong Girls/Strong Women (lunch buddies), WIN, 
and at present the Maslow Project. 
 

The overall responsibilities of this position are to 
 
• Ensure that ongoing projects (WIN, AWSEM, Maslow Project, Scholarship Chair, Strong 

Girls/Strong Women) coordinators have the support necessary to fully complete these 
projects, 

• Publicize to the members projects of other Ashland organizations that contribute to the 
AAUW mission, such as the Chamber of Commerce, Rotary Club International, Sorop-
timists, and Ashland Newcomers. 

• Work closely with educational institutions such as SOU, RVCC, and AHS to identify areas 
of commonality with the AAUW charter and volunteer opportunities for our members.  

• Ensure that Ashland AAUW members have appropriate information and encouragement to 
support community projects and volunteer opportunities by utilizing the VISION news-
letter, web page, email, social media, and Ashland AAUW monthly meetings.   

• Serve as a Board member. 
 

Time required for the job varies, depending on the scope of the Community Relations 
Chair’s initiative. 

 
Qualifications for this job are: 

Communication skills, both verbal and written. 
Working well with others. 
Research (i.e. community resources, organizational goals, etc.).  
Knowledge of AAUW-Ashland’s activities and strengths. 
 

Benefits of this job include making contacts within the community and learning about ser-
vice organizations, volunteer opportunities, and mission-related financial needs.  
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AWSEM Chair (Appointed; Not on Board; Reports to the Community Pro-

jects Chair) 
 
2017-2018 = Carryl Breon 
2016-2017 = Carryl Breon 
2015-2016 = Carryl Breon 
2014-2015 = Carryl Breon 
 
The overall responsibilities of this position are to: 
 
• Prepare a sign-up sheet and encourage volunteers at the September AAUW meet-

ing. 
• Attend and be a part of planning discussions at five monthly staff meetings at 

SOU’s Pre-College Youth Department beginning in December. 
• Request permission to use vases and artificial flowers as center pieces, pick them 

up, help with luncheon table set-up, and return vases and flowers. 
• Request additional volunteers if needed at February or March AAUW meeting. 
• Send out emails to volunteers for “stuffing party” and registration on the day of the 

event (ten to twelve volunteers for stuffing and six for registration). 
• Pick up materials, host and manage “stuffing party” and return folders to SOU two 

days before the event. 
• Prepare gifts for presenters and deliver them to SOU. 
• Oversee the registration process on the morning of the event.  
• Attend debriefing meeting. 
 
Benefits of this job:  All of the above activities require at least 24 hours of effort, but 

there are compensations.  First, the staff of this department at SOU are friendly, 
creative, Organized and extremely hard-working.  They really appreciate AAUW’s 
volunteers and all of our efforts.  And secondly, encouraging girls to go into ca-
reers in science is extremely important both for them and for everyone’s future.  
Both of these factors bring tons of satisfaction for a job well done. 

 
 
 
 

Maslow Project Coordinator (Appointed; Not on Board; Reports to 
the Community Projects Chair)  
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2017-18 =  Vicky Giffen 
2016-17 =  Sara Brown 
 
 
Although an Ashland AAUW member has coordinated this project for a few years, 

the role became a Board-appointed position during the 2016-2017 year.   
 
The overall responsibility of this position is to coordinate the fundraising of secur-

ing and distributing $10 Fred Meyer and BiMart gift certificates to Ashland High 
School girls through the AHS Maslow Project. 

 
Time required for the job:  6 hours 
 
Qualifications for the job are being fiscally responsible, extroverted, and organized. 
 
Benefits: Getting acquainted with the AHS Maslow coordinator and learning about 

the needs of Ashland’s homeless girls. 
 
Resources:  The Branch’s previous coordinator, Sara Brown, can be a resource to a 

new coordinator of the Maslow Project.  Additionally, resources are the AAUW 
branch Financial Officer , the branch Community Projects Chair, and the AHS 
Maslow coordinator, Cheyenne Nichols. 

 
 
 
 
Scholarships Chair  (Appointed; Not on Board; Reports to the Com-

munity Projects Chair) 
 

2017-18 = Wanda Chin and Kate Wolf-Pizor 
2016-17 = Wanda Chin  
2015-16 = Wanda Chin and Sandy Theis 
2014-15 = Wanda Chin 
2013-14 = Elaine Sweet and Laurie Nielson 
2012-13 = Elaine Sweet and Laurie Nielson 
2014-15 = Wanda Chin and Saundra Theis 
 

The overall responsibility of this position is to: 
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• work with a team to determine which students at RCC and SOU will receive AAUW schol-
arships.  Specific tasks include working with RCC and SOU to receive applications of 
qualified women students. Applications are read by at least 3 team members, rated, 
and discussed. Interviews are conducted with the chosen finalists and winners chosen.   
Winners are notified and invited to the Celebration of Scholars. Schools are notified of 
the final decisions and award amounts.  

 
Time required for the job occur over  3 to 4 months, with intermittent activities,  with the 

most intensive work in April. 
 
Qualifications for this job are: 

Strong organization skills. 
Willingness to contact personnel at RCC and SOU. 
Good decision-making skills. 
Ability to delegate. 
Able to work well with students and AAUW members.  
 

Benefits of this job: Privilege of hearing the life stories of various candidates.  
 
Resources available from prior years: Written documentation of the process and outcomes 

are held over from year to year. 
 
 
 
 
Strong Girls/ Strong Women Chair  (Appointed; Not on Board; Re-

ports to the Community Projects Chair) 
 
2017-18 = Sara Brown 
2016-17 = Sara Brown 
2015-16 = Sara Brown 
 
The overall responsibilities of this position are to: 
 
• Recruit AAUW members to participate in the Soroptimist Strong Girls/ Strong Women, 

Lunch Buddies program for girls at Helman Elementary School where members men-
tor girls in grades 2 through 5 and meet them for lunch at the school one Thursday a 
month, October through April. 

 
 
 

WIN Chair  (Appointed; Not on Board; Reports to the Community 
Projects Chair) 
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2017-18 = Carol Ryan 
2016-17 = Carol Ryan 
2015-16 = Gretchen King 
2014-15 = Gretchen King 
2013-14 = Gretchen King 
2012-13 = Gretchen King 
 

The overall responsibilities of this position are to work with a team to: 
 

• Raise funds and supplies for Dunn House. 
• Raise awareness within our Branch about domestic violence. 
 

Time required for the job is a few hours a month. 
 
Qualifications for this job are: 

An interest in helping women struggling with domestic violence. 
Ability to work with a team and coordinate/lead team activities. 
 

Benefits of this job include increasing understanding of issues facing survivors of domestic 
violence.  However, because the location of Dunn House is not available to the general 
public, unless the team leader is a trained volunteer at Dunn House, there is no commu-
nication with the shelter other than with the staff member responsible for coordinating 
volunteers. 

 
Resources:  Projects and materials available from this Team’s previous work include a 

notebook from the basket project 2010-2012;  2012-13 projects of book exchange and 
bedding for Dunn House;  2013-14 projects, completely equipped Dunn House kitchen.  
In 2016-17 The WIN program purchased a security system, 4 vacuums, replenished 
some kitchen items and bedding for Dunn House. 

 
 
 

 
Fundraising Coordinator (Appointed, Board Member) 
 
2017-18 = Chris Donchin 
2016-17 = Chris Donchin 
2015-16 = Jean Conger 
2014-15 = Chris Donchin 
 
In spring 2014 a dedicated position of Fundraising Coordinator was created to coordinate and 
represent all of our branch-based fundraising projects. The three programs that currently report 
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to the Fundraising Coordinator are the chairs of AAUW Funds,  AAUW Endowment Funds, and 
$$$ 4 Scholars. 
 
The overall responsibilities of this position are to:   

• Work with chairs of existing fundraising projects, keeping in touch, supporting, and 
being a two-way contact channel for them to the Board, including helping them get 
access to make their own presentations to the Board, if needed. 

• Convene and lead discussions about the level and type of fundraising our Branch 
should and could engage in, working with a team which may or may not include co-
ordinators of existing fundraising projects.  This team could consider, given the 
fundraising projects in which our Branch is currently so successful, how or whether 
we might raise money from sources outside our Branch (including how other organi-
zations do it), whether we are asking our own members to give too much or too lit-
tle, how our internal fundraising builds solidarity and/or irritates members; how well 
we are allocating our funds to support our mission, and similar issues related to 
fundraising policy. This discussion might be very important or totally unnecessary to 
the Branch in any given year, depending on whether our fundraising efforts seem to 
be below our capacity, straining or resources, or at just the right level.  (A possible 
model for this: a brainstorming group assembled in 2012 to come up with ideas.) 
The Fundraising Chair and Team might also initiate new fundraising projects by re-
cruiting a team for each such project, but the Fundraising Chair and Team are not 
expected themselves to be responsible for specific fundraising projects. 

• Develop new fundraising strategies to support the Branch. 
• Follow the fundraising policies of National as stated in “AAUW Fundraising Policy 

#501”. 
• Serve as a Board member. 
 

Time required for the job varies from rather a few hours (if Fundraising chairs are doing 
very well and our fundraising expectations are reasonable) to several hours a week dur-
ing peak times. 

 
Qualifications for this job are: 

Knowledge of AAUW Ashland’s fundraising history, successes, and challenges. 
Ability to work with a team. 
Willingness to participate in collaborative decision-making for the Branch as a whole, 
and as a Board member. 
 

       Benefits of this job include a chance to think about fundraising from a larger perspective       
      than just trying to raise as much money as possible from a particular project. 
 
 
 
 
 



 

Page 37 

 

AAUW Funds Chair  (Appointed; Not on Board; reports to the Fund-
raising Chair) 
 
2017-18 = Chris Donchin 
2016-17 = Chris Donchin 
2015-16 = Chris Donchin 
2014-15 = Chris Donchin 
2013-14 = Chris Donchin 
2012-13 = Joan Enloe 
 

The overall responsibilities of this position are to: 
•  Promote the AAUW Funds’ mission, including research, case support, scholarships, and 

programs, and oversee AAUW Ashland’s fundraising for this purpose. 
• Make certain that “AAUW Funds” is a line item on the membership renewal form. 
• Coordinate and participate with the administration-level officers (Executive Board) in 

choosing each year’s Named Gift Honorees. 
• Develop a Branch fundraising plan with measurable goals and objectives, evaluating fund-

raising efforts 
• Identify opportunities for growth. 
• Work with officers, committees, and members to integrate Funds research, programs, and 

fundraising efforts into other branch priorities. 
• Encourage giving. 
• Handle contributions responsibly and promptly, adhering to Funds contributions deadlines 

and applicable regulations. 
• Communicate with the Oregon Funds Chair when needed. 
   
Time required:   Approximately 15 to 20 hours per AAUW year. 
 
Qualifications for this job are: 

Communications skills. 
Team-building skills. 
Fiscal management skills. 
Ability to work with deadlines. 
Knowledge of charitable tax laws is helpful. 
Helpful to have experience/knowledge about fundraising, planning and goal setting, 
Program planning and development. 
 

Benefits of this job include an opportunity to learn about some of AAUW-national’s best pro-
jects and resources. 

 
Resources available include AAUW website (search “Funds”), State AAUW Funds Chair, 

National funds staff, and various publications and tool kits 
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AAUW Endowment Funds Chair  (Appointed; Not on Board; reports to 
the Fundraising Chair) 
 
2017-18 = Jean Conger 
2016-17 = Jean Conger 
2015-16 = Jean Conger 
2014-15 = Christine Fernlund 
  
 
This position was created to focus on the SOU and RCC Endowment Funds. 
 
The overall responsibilities of this position are to: 
 
•  Set goals to increase the principal in SOU and RCC Endowment Funds.  The Annual earn-

ings are used for scholarship awards every year. 
• Chair the Endowment Funds Committee which is responsible for educating members on the 

importance of increasing the endowment funds at SOU and RCC 
• Work with foundation officers at both RCC and SOU. 
• Maintain the Named Scholarship Program. 
• Increase membership in the Platinum Society. 
 
Time required:  One to three meetings during the year. 
 
 
 
$$$ 4 Scholars Chair  (Appointed; Not on Board; reports to the Fund-
raising Chair) 
 
2017-18 = n/a (not held this year) 
2016-17 = Chris Donchin and Bessie Azari 
2015-16 = n/a (not held this year) 
2014-15 = Chris Donchin 
2013-14 = n/a (not held this year) 
2012-13 = Chris Donchin 
 
This scholarship fundraising project was planned in spring 2011 and first simultaneously con-
ducted in fall 2012 in three members’ homes.  It was designed to occur every other year as a 
major way to garner funds for our SOU and RCC scholarship program.  
 
The sale is an elaborate “garage” sale, bake sale and wine raffle.  The planning starts by March 
before the sale which is held the last Saturday and Sunday in September.  Organization skills 
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and communication skills are key.  Every member needs to be personally contacted regarding 
contributions and work time.  A committee of eight and a bake sale chair and a wine raffle chair 
is ideal. 
 
The second $$$ 4 Scholars sale was in fall 2014, also in three members’ homes.  The third 
large sale was held at the Bellview Grange in fall 2016.  As of this writing (Spring 2017) it is not 
determined whether there will be a $$$ 4 Scholars sale in the 2018-2019 AAUW year. 
 
 
 

Facilities/Hospitality Chair   (Appointed, Board Member) 

2017-18 = Catherine Lutes 

 
This is a newly established position beginning in the 2017-18 Ashland AAUW year.   Previously 
there was an Operations Manager position which had not been filled for several years, and quite 
a few years ago there was a Hospitality Chair, which was vacant for years.  Therefore, the job 
tasks of the previous two positions were reorganized in Spring 2017 as a Facilities/Hospitality 
Chair to begin in 2017-18.  In the 2015-16 and 2016-17 years, these tasks were performed by 
one of the co-presidents.  This newly created position fills the facilities and hospitality needs for 
Branch program meetings, excluding the Celebration of Scholars event which has its own 
budget and staff resources. 
 

The overall responsibilities of this position are to:  
 
• Reserve rooms at SOU’s Student Union for Branch meetings and events,  
• Reserve room reservations at Ashland Library for Board meetings and the Annual Board 

Retreat, 
• Coordinate the provision of refreshments at Branch program meetings by branch mem-

bers by allocating groups of members listed in the directory to provide snacks at pro-
gram meetings (dividing the number of branch members by the number of program 
meetings) and contacting a portion of branch members per program meeting via email 
to bring snacks to the designated program meeting.  

•  The Board provides a hospitality budget, which can be used to arrange for catering 
snacks, either with SOU Catering or another provider,  for designated branch meet-
ings, such as the September Branch meeting. 

• Become aware of how the Program Chair and other program coordinators want  the SOU 
room (RRR and Diversions Room) set up with chairs, tables, and A-V equipment. 

• Become the contact person with SOU’s Room Reservations staff to ensure the room is set 
up so an effective branch meeting can occur. 

• Submit required forms to the Finance Officer from SOU for room reservations and with 
other providers for reimbursement. 
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• Coordinate the Holiday Party in SOU’s Diversions Room by pulling together (recruiting) a 
large team to take over the various tasks outlined by the Facilities/Hospitality Chair, 
who directs the teams.  This may include working with the Maslow Project Coordinator 
who may conduct donations for gift cards for girls in the Maslow Project at he Holiday 
Party. 

 
Time required for the job varies, and is estimated to be about three to four hours a month. 

May take more time in December when planning and directing the teams who are work-
ing to conduct the Holiday Party. 

 
Qualifications for this job are 

Ability to communicate effectively with members so they buy in to providing snacks for 
branch program meetings one time a year.  
Ability to work smoothly with SOU personnel in meeting the Branch’s needs. 
Ability to see the larger picture involved in setting the level of hospitality in accord with 
the budget we have to work with. 
Helpful qualifications include interest in cuisine and experience with providing refresh-
ments for large groups 
 

Benefits of this job include working with food, and people who are interested in food, and a 
chance to spend Branch money on food-related activities.  It might be useful on a re-
sume in a hospitality field. 

 
Resources available:  SOU personnel are pleasant and easy to work with.   
 
 

Public Policy Chair (Appointed, Board Member) 

2017-18 = Paula Wiiken 

2016-17 = Kathy Brandon and Public Policy Team 
2015-16 = Regina Ayars 
2014-15 = Regina Ayars and Phyllis Fernlund 
2013-14 = Regina Ayars and Phyllis Fernlund 
2012-13 = Pat Brewer and Sandra Coyner 
2011-12 = Pat Brewer and Sandra Coyner 
 

The overall responsibilities of this position are to coordinate the Public Policy Team, 
whose mission is to: 

 
• Educate Branch members and the general public about AAUW’s mission and public 

policy activities at local, state, and national levels. 
• Ensure that public policy issues are priorities in Branch goals, activities, strategic 

plans, and visibility. 
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• Support, encourage, enable, and promote member advocacy and activism on 
AAUW issues, including but not limited to pressuring Congress, our state legisla-
ture, and other elected issues, using resources on AAUW national’s web page and 
other organizations that also support our mission. 

• Lead the Branch in endorsing mission-related public policy issues, including but not 
limited to ballot initiatives.  The Public Policy Team was specifically asked (AAUW 
Ashland Board, Feb. 2, 2010) to identify mission-related issues on which the Branch 
might take a stand or carry out action; research all sides of the issue and report find-
ings to the Board; recommend Board action (endorse, oppose, take no action); an-
swer questions; notify Board and members about proposed endorsements at least 
two weeks before the Board meeting at which action will be proposed.   

• Note that AAUW is a non-partisan organization, which means it does not support 
specific political parties or their candidates as such, though we may collaborate with 
partisan (political party) activities in support of our mission. 

• Serve as a member of the Board. 
 

Time required for the job ranges from under one hour per month to as many as ten hours 
during a month or more when the team is working on a demanding activity. 

 
Qualifications for this job are: 

Interest in the public policy aspects of AAUW’s mission. 
Ability to work well with others in a team setting. 
Helpful skills include those related to leadership of small groups, including calling 
meetings, drafting agendas, facilitating, delegating, supporting others, and following 
up. 
Willingness to participate in collaborative decision-making for the Branch as a whole, 
as a Board Member. 
 

Benefits of this job include deepening one’s understanding of AAUW’s mission-related pub-
lic policy issues and to learn more about the social and political systems that influence 
the life-chances of women and girls.  It may offer a chance to interact with public offi-
cials, including some of high rank, and may be a means for actually changing public pol-
icy in our locality, state, and nation.  Projects by the Public Policy Team offer an oppor-
tunity to develop many skills in organizing and communicating. 

 
Some projects from previous Public Policy Teams: 

Organize and implement forums (Bullying; Young Feminists; Violence Against 
Women; Reproductive Freedom; Electing Women); support other programming as ap-
propriate. 
Disseminate information at Branch meetings and in our online and print communica-
tions (VISION newsletter, trifold). 
Activate membership to use national website resources (2-minute Activist). 
Collaborate with other organizations promoting our mission (International Women’s 
Day, Pay Equity Day, V-Day). 
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South District Director  (This is a district -wide position; but if 
filled by an AAUW Branch member, is an appointed member of the 
Board) 
 
2017-18 =  Mimi Pippel 
2016-17 =  Phyllis Fernlund 
 
The overall responsibilities of this position to State AAUW are to: 
 

• Participate in the State AAUW budget process. 

• Participate in the nominating process by recommending Branch leaders to the nomi-
nating committee. 

• Participate in the development and implementation of the State AAUW programs. 

• Take an active part in all State AAUW events. 

• Submit an annual report to the State president. 

• Be knowledgeable about organizational documents, such as bylaws/policies, long-
range plan, goals, etc. 

• Maintain a file of AAUW and State program and leadership materials. 

• Ensure a transfer of organized files and give an orientation to the next district direc-
tor. 

 
Specific responsibilities to Branches in your district are to: 
 

• Visit each Branch in the district at least once during the two-year term. 

• Organize a district meeting to take place at the convention. 

• Introduce members serving at the state level at all events. 

• Reinforce Branches’ responsibilities to the state. 

• Develop and implement communication within your district and share this with other 
state leaders. 

• Submit articles/information for publication and update the website within deadlines. 

• Request and receive newsletters from each Branch. 

• Remind Branches of important deadlines. 
 
Time required for this position:  There is a monthly time commitment, but not weekly.  
It gets busy at the time of the State convention and the district meeting.   
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Benefits of this position are: 
 

• You meet some wonderful women across the state and learn about what is going on 
in their branches. 

• You have the opportunity to attend one of the meetings of each of the five branches 
in our South District, see what and how they do things, and relay state and national 
information to these branches. 

• You receive housing and financial support for travel to the State convention. 

• You bring back new ideas to the branches. 

• You organize a district meeting, and past directors are a resource. 

• You are a voting member of the state board of directors and can influence decisions 
and nominate branch leaders to state offices. 

• You will build your own leadership skills, help branches, and serve as a liaison be-
tween the branches and the state. 
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