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Board Director Responsibilities

Mission: CREW Northwest Arkansas is a premier organization of commercial real estate professionals affiliated internationally through membership in CREW Network.   We provide opportunities for networking, education, and leadership development, and are dedicated to accelerating achievements of women in commercial real estate. 

MEMBERSHIP DIRECTOR
· The Membership Director shall be responsible for the retention and extension of membership.
· The Membership Director shall serve as the Board Liaison to the Chair of the Membership Committee, which shall consist of active members approved by the Chair and/or Membership Director and will ideally have at least five (5) such committee members.
· The Membership Director shall be responsible for submitting an annual budget for the Membership Committee to the Board for incorporation into the Corporation's calendar year budget.
· Oversee the Membership Chair in the recording and processing of all applications for membership, notifying the applicant of acceptance or rejection, and handling all documentation required to maintain a membership roster.
· Be responsible for establishing the coordination of membership-related documentation between CREW Network and the Chapter and working closely with the Membership Chair.
· Be responsible for reporting on the status of membership at every Board meeting or providing such information at the request of a Board member.
· Ensure the Membership Committee meets as directed by the Chair of the Membership Committee or as required by the Membership Director to allow the Membership Committee to satisfactorily perform its responsibilities.



PROGRAMS DIRECTOR 
· The Programs Director shall serve as the Board Liaison to the Chair of the Programs Committee, which shall consist of active members approved by the Chair and/or Programs Director and will ideally be comprised of at least seven (7) such committee members.
· The Programs Director shall ensure the Programs Committee plans, organizes and implements the monthly speakers and/or programs for all general membership meetings (including regular meetings), including location, meals, parking, meeting agenda/programs, audio/visual, and other related issues necessary for the over-all 
success of the program event.
· Attend Programs Committee meetings to assist and ensure that the general types, quality and quantity of programs are in keeping with the Corporation's goals, missions and as required by the Board of Directors.
· Evaluate programs for compliance to the CREW Network goals and missions. 
· Ensure there are at least ten (10) regular meetings, unless otherwise directed by the Board.
· Report the status of programs at every Board meeting or provide such information at the request of a Board member.
· Ensure the Programs Committee has a close working relationship with all appropriate committees so that timely information for an event can be distributed to all members, including the Board.
· Submit the Programs Committee annual budget within the time period as directed by the Board of Directors.
· Ensure the Programs Committee meets as directed by the Chair or as required by the Programs Director so as to allow the Programs Committee to satisfactorily perform its responsibilities.



COMMUNICATIONS DIRECTOR
· The Communications Director shall serve as the Board Liaison to the Chair of the Communications Committee, which shall consist of active members as approved 
by the Chair and/or the Communications Director..
· The Communications Director shall ensure the Communications Committee organizes, coordinates and implements the necessary processes for communications within the Corporation and promotion of the activities of the Corporation.
· Ensure the Communications Committee organizes, coordinates and implements the necessary processes for promoting the Corporation and its activities through media sources.
· Ensure the Communications Committee is taking photos at events for internal and external communications of the Corporation as approved by the Board.
· Ensure the Communications Committee oversees processes relating to the Corporation's website and IT, which may require the need to interface with a third party consultant on behalf of the Corporation if approved by the Board.
· Be responsible for the negotiations, as directed by the Board, for media agreements.
· Report the status of the Communications Committee at every Board meeting or providing such information at the request of a Board member.
· Ensure the Communications Committee has a close working relationship with all other committees in order to provide and maintain appropriate communications to meet internal and/or external needs in a timely manner.
· Submit the annual budget for the Communications Committee within the time period as directed by the Board of Directors.
· Ensure that the Communications Committee meets as directed by the committee Chair or as required by the Communications Director so as to allow the Communications Committee to satisfactorily perform its responsibilities.


SPONSORSHIP DIRECTOR  
· The Sponsorship Director shall serve as the Board Liaison to the Chair of the Sponsorship Committee, which shall consist of active members approved by the Chair and/or the Sponsorship Director. 
· The Sponsorship Director shall work with the Sponsorship Committee Chair to secure the total partnership funds required by the Corporation for monthly luncheon programs, special events/approved fundraisers, operating needs and/or committee budgets. 
· Report the status of partnerships at every Board meeting or provide such information at the request of a Board member. 
· Direct appropriate actions within the Sponsorship Committee to ensure a close working relationship with the other committees so that timely information for partnership funding or partnership modifications can be distributed to all appropriate parties, including the Board.
· Direct the Sponsorship Committee to secure the logos and company information for partners and provide same to the Chair of Communications Committee.
· Ensure that the Sponsorship Committee provides appropriate partner commitment information to CREW Network for billing purposes and assist in the collection of committed funds, as requested by the Treasurer from time to time..
· Submit the annual committee budget within the time period as directed by the Board of Directors.
· Ensure the Sponsorship Committee meets as directed by the Chair or as required by the Sponsorship Director.
· Ensure the Sponsorship Committee carries out partner appreciation efforts required by the Board of Directors.



CAREERS DIRECTOR – NEW IN 2026!
· The Careers Director shall serve as the Board Liaison to the Chair of CREW Careers, which shall consist of active members as approved by the Chair and/or the Careers Director. The Careers Committee is responsible for planning and executing a year-round outreach program to local high schools, colleges, and universities as well as supporting CREW Network Foundation. Through professional panels, the anatomy of the deal program and special events we engage with the new generation of commercial real estate professionals.  The Careers Committee also raises funds to support the efforts of CREW Network Foundation, including industry research, career outreach and scholarship endowment.
· The Careers Director shall provide an annual budget for the Careers Committee within the time period as directed by the Board of Directors. 
· Ensure that the Chair of the Careers Committee organizes and attends committee meetings as may be deemed necessary by the Chair Careers Committee or the Careers Director. 
· Ensure that the Careers Committee organizes initiatives agreed upon by the Careers Committee and the Board from time to time. 


MENTORSHIP DIRECTOR – COMING IN FUTURE!
· The Mentorship Director shall serve as the Board Liaison to the Chair of the Mentorship Committee, which shall consist of active members as approved by the Chair and/or Mentorship Director. This committee shall provide mentoring and leadership opportunities to the general membership. In addition to internal and external mentoring programs, this committee shall honor and recognize members through awards, or as otherwise appropriate, leadership locally and beyond. 
· The Mentorship Director shall provide an annual budget for the Mentorship Committee within the time period as directed by the Board of Directors. 
· Ensure that the Chair of the Mentorship Committee organizes and attends committee meetings as may be deemed necessary by the Chair of the Mentorship Committee or the Mentorship Director. 
· Ensure that the Mentorship Committee organizes initiatives agreed upon by the Mentorship Committee and the Board from time to time. 
· Providing mentoring and education opportunities for the members. The criteria to serve on particular sub-committees may be limited at the discretion of the Board and/or Committee.



SPECIAL EVENTS DIRECOR– COMING IN FUTURE!
· The Special Events Director shall serve as the Board Liaison to the Chair of the Special Events Committee, which shall consist of active members approved by the Chair and/or Special Events Director and will ideally be comprised of at least seven (7) such committee members. 
· The Special Events Director shall ensure the Special Events Committee plans, organizes and implement special events such as the golf tournament, the signature event and other networking events as specified by the Board of Directors, including location, meals, parking, meeting agenda/programs, audio/visual, and 
other related issues necessary for the overall success of the event.
· Attend Special Event Committee meetings to assist and ensure that the general types, quality and quantity of events are in keeping with the Corporation's goals, missions and as required by the Board of Directors. 
· Evaluate events for compliance to the CREW Network goals and missions. 
· Ensure there are the number of special programs and socials as determined by the Board from year to year. 
· Report the status of special events at every Board meeting or provide such information at the request of a Board member.
· Ensure the Special Events Committee has a close working relationship with all appropriate committees so that timely information for an event can be distributed to all members, including the Board. 
· Submit the Special Events Committee annual budget within the time period as directed by the Board of Directors. 
· Ensure the Special Events Committee meets as directed by the Chair or as required by the Special Events Director so as to allow the Special Events Committee to satisfactorily perform its responsibilities.
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