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Expectations for Program Co-chairs

Support

· Be a paid member

· Support the mission of the organization

· Give support and guidance to Committee Co-chairs

· Provide access to Leadership Broward resources

· Liaison to the EB Program Manager 

Reliability

· Serve as resources when needed

· Maintain open lines of communication

· Act as a filter and sounding board

Attendance & Involvement

· Attend Executive Committee meetings

· Attend one committee meeting per month, rotating through all four committees each quarter

· Organize and attend the Annual Meeting

· Attend the initial committee meeting when new co-chairs are on board

· Serve on LBF Board

· Serve as a member of the EB Executive Committee
Management

· Assist with goal setting for committees and provide feedback regarding progress (measures of success)

· Determine assessment structure for co-chairs and maintain accountability

· Guide and facilitate strategic planning to meet budget numbers put in place by Leadership Broward Board of Directors
· Identify co-chairs who might be interested in the Program Co-chair position and nurture their talent

· Make sure Committee Co-chairs follow prescribed protocol

· Provide feedback to Committee Co-chairs on time requirements of position and keep track of Committee Co-chair expectations; provide formal feedback to Committee Co-chairs through 3-month and 9-month one-on-ones.

· Set and meet individual membership recruitment goals

· Provide one-on-one formal feedback with Co-chairs on an ongoing basis

· Track participation at meetings and the annual meeting in a spreadsheet

· Emails regarding Committee meetings with attached agendas should be sent the Monday prior to the meeting; minutes should be sent out by the Friday following the week of the meeting (for a Wednesday or Thursday meeting)
Task

· Present an annual written report on the “State of Emerge Broward”

· Have fun!

 


Expectations for Committee Co-chairs

      Support

· Be a paid member

· Support the mission of the organization

· Support other Co-chairs and committees

· Set direction for committee and serve as resource for members and Project Managers; provide positive reinforcement and coaching

· Serve as the “voice” of the membership; liaison to Exec. Committee

Management

· Oversee the Committee objectives

· Set and meet a goal related to the specific number of events that the committee will hold

· Ensure that events are planned to a certain and acceptable standard, that they support the mission of the Committee, and remain on target with the EB budget
· Attend all committee meetings and events

· Identify committee members who might be interested in a leadership role and nurture their talent 

· Provide one-on-one formal feedback with Project Managers on an ongoing basis 

· Make sure events are on the calendar six to eight weeks in advance

· Contact new members who express interest in the committee within 24 hours by email with an overview of the committee and information about the next meeting

· Track participation at meetings and events in a spreadsheet; submit this information to the Program Co-chairs at the end of each month

· Make sure Project Managers follow prescribed protocol

· Set and meet individual membership recruitment goals

· Emails regarding Committee meetings with attached agendas should be sent the Wednesday prior to the meeting; minutes should be sent out by the Wednesday following the week of the meeting (for a Monday or Tuesday meeting)
· Follow procedures as outlined by the Executive Committee and Program Chairs
Attendance / Involvement

· Serve as a member of the EB Executive Committee 

· Attend Executive Committee meetings; Contact the Program Co-chairs at least a week in advance if there is a conflict

· Attend one meeting of each of the other three committees within the first 3 months of serving in the Committee Co-chair position

· Have fun!


Development Chair Expectations

Purpose - To provide support to Leadership Broward Foundation, Inc. through researching, developing and capitalizing on potential sources of funding for the Emerge Broward program. To assist the Emerge Broward Program Manager or other staff of the foundation in pursuing funding opportunities that suit the mission of Emerge Broward as well as the mission of the foundation.
· Assist EB Program Manager in securing funds for EB events in order to decrease cost and bring in revenue that is earmarked for EB

· Assist EB Program Manager in soliciting sponsorship dollars on behalf of EB through Leadership Broward Foundation 

· Coordinate sponsorship asks from project managers and committee co-chairs

· Work with EB Program Manager to seek out new corporate partnerships/sponsorships within the Broward Community  

· Research and suggest new potential sponsors to LBF

· Suggest sponsors to project managers for specific EB events

· Research new sponsorships through connections within the EB membership base. 

· Maintain EB demographic data to be used in grants and corporate partnership proposals and other marketing materials with the support of the EB Program Manager

· Attend Executive Meetings and Committee meetings as outlined in Exec notebook

· Work with EB Program Manager,  Project Managers and Committee chairs to determine best revenue/expenses for profit/break-even

· Recruit EB members to serve on a committee and oversee the committee

· Regularly attend events and committee meetings of EB to be knowledgeable about all EB events and programs while maintaining a universal knowledge of ALL programs of Leadership Broward Foundation in order to be informed and inform others

· Review ALL outgoing development materials with EB Program Manager or appropriate LBF staff member 

· Conduct in-depth research/ and report back possible on grants that are best suited for the mission of LBF and its programs—including but not limited to EB. Opportunities include public/federal grants, private foundations and major gifts (with the support of EB Program Manager and LBF Director of Development)

PR Chair Expectations

Purpose: To work with EB Program Manager to create and distribute all marketing and media related communication pertaining to Emerge Broward programming, special events and newsworthy items.  

· Continue to expand Emerge Broward’s IMC (Integrated Marketing & Communications) Plan 

· Facilitate production of promotional materials and foster future branding and marketing of Emerge Broward while maintaining the  integrity and presence of Leadership Broward Foundation throughout materials 

· Work with the EB Program Manager to maintain media lists and contacts and distribute this material to appropriate outlets with the inclusion of the EB Program Manager as the SOLE media contact maintaining media lists and contacts, send pre and post event press releases as well as general press releases to further promote and brand Emerge Broward, its committees, members and affiliation with Leadership Broward. 

· Direct ALL press inquiries to EB Program Manager or LBF staff and check local press for write-ups. 

· Post press to EB website

· Review external correspondence to ensure consistency in regards to the guidelines and mission statements of both Leadership Broward and Emerge Broward

· Compose thank you letters to be approved by EB Program Manager and to all EB sponsors and event facilitators on behalf of the Foundation as well as the EB executive board and membership 

· With the approval of the Foundation—develop and execute on-going community outreach including promotions for the annual gathering, support of current EB programs (i.e. the ambassador program)

· Regularly attend events and committee meetings of EB to be knowledgeable about all EB events and programs while maintaining a universal knowledge of ALL programs of Leadership Broward Foundation in order to be informed and inform others.  

· Maintain and process photographs 

· Provide input for the EB website

· Recruit EB members to serve on a committee and oversee the committee
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