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Board Position 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. 
GENERAL
· Candidates for any Board position must be a Ful or Affiliate member.
· Any candidate for President-Elect (or President, in the event the President-Elect is unwilling or unbale to assume the position of President) must have served on the Board for two of the last five years (effective 2029). 
· It is recommended, but not required, that candidates for Board positions have previously served as a Chair or Co-chair of a standing CREW Northwest Arkansas committee and/or served on a CREW Network committee.

[bookmark: _Hlk202531532]Desired training and characteristics for President, President Elect & Past President:
These qualities reflect the executive leadership expectations of the role.
· Ability to synthesize disparate views and bring others to consensus at the highest level.
· Experienced in strategic thinking and “big picture” planning with executive oversight.
· Strong public-speaking presence and thought leadership capability.
· Dedication to the mission of CREW Network, with proven performance placing the organization’s good ahead of personal agenda (as an executive model).
· High-level influence, ideally possessing several of the following:
· Connections with key industry leaders.
· Ability to raise large-scale sponsorships and underwrite high-visibility projects.
· National/international recognition or stature in the field.
· Influential business contacts and partners to advance CREW Network’s mission.
· Leadership continuity and organizational stewardship (especially for Past President role).
· Representational leadership at CREW Network events and external engagements.
· Ability to mentor not only board peers, but future organizational leaders across chapters.
· Executive-level consensus building and vision alignment.
 
Desired training and characteristics for the board: 
This list includes all baseline expectations, including those shared with President roles.
· Demonstration of leadership at the committee level. 
· Proven leadership skills in career/corporate positions.
· Ability to synthesize new knowledge and train others. 
· Ability to synthesize disparate views and come to consensus with others. 
· Strategic thinking and “big picture” planning abilities. 
· Ability to work as a team member, while delegating responsibilities to others. 
· Dedication to CREW Northwest Arkansas and CREW Network - proven performance and a willingness to put the good of the organization ahead of personal agenda. 
· Solid sense of fairness. 
· Comfortable with public speaking (or willingness to grow!). 
· Ability to travel occasionally to CREW Network events. 
· Influence – candidates should possess several of the following influencer qualities: 
· Strong connections with industry leaders. 
· Ability to raise sponsorship and project underwriting. 
· Stature in the industry/recognition in the field. 
· Influential business contacts and/or partnerships. 
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Serving as President of CREW Northwest Arkansas is essentially a three-year commitment – one year each as President-Elect, President, and Immediate Past President. The President is responsible for leadership of the Board of Directors. It is critical that the President lead with strategic vision and equitable and inclusive lens and moderate meetings of the Board of Directors with clear direction. 
The President should understand the CREW Network brand and the importance of connecting with the resources at CREW Network to lead with best practices.

 General Activities & Duties:  
· Overall planning of CREW Northwest Arkansas policy direction and priorities, and coordination of all CREW Northwest Arkansas activities with board and committee leadership.  
· Lead the board of directors in policy development to advance the organization and the stature of members. 
· Plan and preside at board meetings and lead the Executive Committee.  
· Executive Committee is typically President, President-Elect, and Past President. The smaller group meets at president’s request between board meetings to ensure everyone is informed or help president make (non-voting) decisions that cannot wait for board meetings or to pre-discuss complex topics. 
· Coordinate/distribute the Consent Agenda to the board for review prior to board meetings. 
· Prepare the agenda and content for the Annual chapter meeting. 
· Prepare and/or deliver welcome remarks and announcements at all regularly scheduled chapter events and meetings, with input from board members and committee leaders. 
· Serve as a consultant/advisor to chapter leaders & as a role model for all members/leaders. 
· Communicate with board and other leaders to motivate them in their volunteer roles. 
· Be the face & voice of the chapter and an advocate for the global CREW Network organization. 
· Serve as the point of contact for outside entities (media, business relations, etc.). 
· Be a champion for Diversity, Equity and Inclusion (“DEI”).
· Evaluate and review the strategic plan with the Board of Directors annually.
· Work closely with the treasurer to make sure resources are available to carry out the priority policies and direction of the board. The board has fiduciary responsibilities for oversight and the board president oversees the board. 
· Support and participate in fundraising for CREW Network Foundation initiatives.
· Serve as a registered agent for the nonprofit corporation.
· Mentor the president-elect. 
· Seek out and nurture future leaders. 
· [bookmark: _Hlk202608290]Attend CREW Network President & President Elect Training – held in October annually.
· Attend CREW Network events and attend meetings with peers (other chapter presidents). 
· Serve the Nominating Committee.
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The President-Elect is elected one year prior to serving as President of the Board. The President Elect should participate fully in CREW Network’s Chapter Leader Success Series, the leadership training at leadership summits and apply to serve on a CREW Network committee. These will ensure that they have an excellent understanding of the resources at CREW Network to help them be a successful chapter President.
 
General Activities & Duties:  
· Assist the president with overall planning and coordination of the activities of the board and committee leaders, including participation on the Executive Committee. 
· Serve as a consultant/advisor to chapter leaders & as a role model for all members/leaders. 
· Observe and learn processes and procedures for role as president. 
· Support and participate in fundraising for CREW Network Foundation initiatives. 
· Seek out and nurture future leaders.  
· Prepare a monthly report for the Board Consent Agenda.
· Chair of the Nominating Committee.
· Plan, coordinate and preside over transition meeting(s) in Q4 to prepare incoming leaders. 
· Attend and participate in CREW Network events to meet peers in other markets around the globe and become better advocates for CREW Network. 
· Perform duties of the President in the absence of the President and serve as President for the unexpired term in case of death, resignation, or incapacity of the then current President.
· Have served as a Delegate for the year prior to their election as President-Elect/Delegate, or, if no member of the Board of Directors shall have served as a Delegate for the year prior, have served as a Delegate for any year prior to their election as President-Elect/Delegate.
· Serve as a CREW Network Delegate and report to the Board of Directors regarding CREW Network council meetings and conventions.
· Delegates are required to attend, or make arrangements for a surrogate, approved by the Board of Directors, to attend all CREW Network council meetings during their term.
· Be a champion for DEI.
· Participate in the evaluation and review of the strategic plan at least once each year.
· Attend CREW Network President & President Elect Training – held in October annually.
· The President-Elect shall become the President for the term succeeding the term which they served as President-Elect.
· Serve in such capacities as assigned by the President.
· Serve on the Nominating Committee.

 



IMMEDIATE PAST PRESIDENT 
General Activities & Duties:  
· Assist the president with overall planning and coordination of the activities of the board and committee leadership, including participation on the Executive Committee. 
· Serve as a consultant/advisor to chapter leaders & as a role model for all members/leaders. 
· Support and participate in fundraising for CREW Network Foundation initiatives. 
· Connect with up-and-coming leaders in the chapter and mentor them as future leaders. 
· Serve as de-facto leader of past presidents and encourage them to serve as mentors to other members, ensuring new members are welcomed, leadership opportunities are known, CREW Network and CREW Network Foundation missions are shared, etc. 
· Serve as a member of the Board of Directors and provide advice and counsel to the President and President-Elect.
· Preside at the meetings of the Board of Directors in the absence of both the President and President-Elect.
· If the Board of Directors elects to contribute to the CREW Foundation (or any successors  of such entity) an amount that entitles CREW Northwest Arkansas to a seat on the grantmaking committee (or its successors) for CREW Network, serve as the representative of CREW Northwest Arkansas on such committee, and report to the Board of Directors regarding any meetings or decisions of such committee.
· Serve in such capacities as assigned by the President.
· Chair the Nominating Committee.
 
SECRETARY

The Secretary shall keep an accurate record of the proceedings of the Board of Directors and Annual Meeting and special meetings of the Association, and shall be responsible for seeing that notice of all meetings of the Board of Directors and the Association are issued in timely fashion.

General Activities & Duties:  
· Record accurate minutes of the proceedings of all meetings of the organization and the Board of Directors.
· The Secretary shall be responsible for determining whether there is a quorum at meetings.
Conduct the correspondence of the organization.
· Preserve, in a permanent file, all records and written correspondence of value to the organization and its Officers.
· Maintain members and guest mailing lists (both for regular mail and e-mail), as deemed appropriate by the Board of Directors.
· Serve in such other capacities as assigned by the President.



TREASURER

The Treasurer is responsible for reporting the chapter’s financial health to the Board of Directors. The treasurer will oversee the financial practices, equitable budget process, and fiscal policies of the organization.

General Activities & Duties:  
· Responsible for reporting the chapter’s financial health to the Board of Directors.  Have charge of all monies of the organization and shall report to the Board of Directors monthly and the general membership on an annual basis.
· Shall be responsible for interfacing and working closely with CREW Network, in any given year when CREW Network is authorized by the Board of Directors to assist with the processing of accounting functions on behalf of the chapter.
· Receive membership dues, if any, and deposit the same in an appropriate account.
· Pay all bills incurred in the ordinary course of the organization’s activities.
· Establish guidelines for expenditure and income and prepare an annual budget.
· Maintain an itemized account, in a permanent file of all receipts and expenditures.
· The Treasurer shall serve as Chairperson of the Finance Committee.
· Serve in such other capacities as assigned by the President. 

DELEGATE

Each chapter is represented by two CREW Network delegates. Delegates gather at CREW Network leadership summits three times during the year. The delegates act as the primary liaison between CREW Network and their chapters, submitting chapter votes, and learning about resources for the chapter and members. Delegates are the primary liaisons responsible for the dissemination of CREW Network information to the chapter, therefore attendance is required at these meetings. In conjunction with attendance at each CREW Network leadership summit, the delegates attend a meeting of the Council of Delegates (“Council”) on behalf of their chapter and cast the chapter’s two votes. These meetings also provide valuable leadership training and opportunities to interact and exchange ideas with delegates from other chapters and attend sessions designed to provide them with tools for effective leadership.
 
General Activities & Duties:  
· Serve as a CREW Network Delegate and report to the Board of Directors regarding CREW Network council meetings and conventions.
· [bookmark: _Hlk202612785]Delegates are required to attend, or make arrangements for a surrogate, approved by the Board of Directors, to attend all CREW Network council meetings during their term.
· Serve in such other capacities as assigned by the President.



DIRECTOR (two-year term) 

A Board Director is a strategic thinker and champion for DEI in their committees. They are counted on for their advice, ideas, and opinions. Directors are encouraged to actively participate in discussions and brainstorming sessions that occur at Board meetings. A director is also an ambassador to the rest of the membership. They should encourage potential members to join; welcome new members; solicit input from members at functions; and relay the feedback back to the Board. Each Director will be assigned a committee with which to liaison. As committee liaison, they may join and actively participate on the committee or choose to just communicate regularly with the committee chair. Directors should make sure that Board decisions are communicated to the chair and that the committee report is complete and submitted timely. Directors should champion the strategic plan to the committee and keep them on track with the mission, vision, and goals of the organization 

General Activities & Duties:  
· Participate as part of the team that oversees the direction and policies and sets the priorities for CREW Northwest Arkansas. 
· Participate in board meetings; develop & lead various leadership/governance initiatives. 
· Directors may be assigned specific responsibilities based on their strengths, experience, and interests, including participation on a committee as a liaison, chair or general member. 
· Prepare and/or submit a monthly committee report for the Board Consent Agenda on behalf of assigned role, as needed. 
· Seek out and nurture future leaders.  
· Ideally, directors will travel to participate in CREW Network leadership summits and convention to meet their peers in other markets around the globe to make broader connections, advance leadership skills and become better advocates for CREW Network.  
· Each director has specific fundraising objectives to meet and participate in the board team to develop resources. [NOTE – this doesn’t mean THEY have to sponsor, but they should be utilizing their industry connections to provide leads and making personal asks.] 
· Support and participate in fundraising for CREW Network Foundation initiatives. 
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