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ment 
d 

zation and 
bers.  Time 
ent to othe

cluding 
ning 

ly Hours* 
<1 hr 
hr Daily 
<1 hr 
<1 hr 
<1 hr 
<1 hr 
<1 hr 

<1 hr 

<1 hr 
<1 hr 
<1 hr 
N/A 

are only 
red, one 
65. 

er
s

53 

r 



 
 

J

P

R

 

Job Descript

President 

Required Skil

Timeframe 

A
nn

ua
l 

June 

 

tions 

ls 

Descriptio

Miscellaneous
Accountabilitie

Board Meetin

Annual Sched

n  

s Job 
es 

g #2 

dule 

Bo

• Proven le
o E

a
o E

a
o W

d
o

o E
D
fr

o E
c

o M
o R

Sub-Task
• Review th

board me
take on e
below) 

• The in-co
the Minut
and will c

• Encourag
training a
provider

• See Tem

oard of Direct
Job De

eader with ability t
Exercise general s
as a member ex-o
Ensure understan
adherence by the 
With the unanimou
declare vacant the
or who fails to per
Encourage Directo
Director who may 
rom list of volunte
Encourage Directo
committees 
Mentor Vice Presi
Resolve disputes 

he list of Miscella
embers who have
each task for the r

oming President w
tes for the meetin
carry on a comple
ge all incoming bo
as applicable for t

mplate in Procedu

tors Binder
escriptions

to: 
supervision over 
officio of all stand
ding of all Board 
board for all area
us consent of the
e office of any Dir
rform their duties 
ors to work as a t
need help with fu

eers) 
ors and Members

dent in preparatio
or member issue

neous Job Accou
e the skill set &/or
remainder of the y

will ensure a call f
ng just adjourned 
ete meeting with t
oard members to 
heir role with our 

ures 

the affairs and ac
ing Committees.
Member Roles a

as of accountabili
e Officers, the Pre
rector who fails to
to the satisfaction

team and provide
ulfilling accountab

s to provide feedb

on for following y
es by consensus w

untabilities & ask 
r expertise to 
year (See 

for Approval of 
is made in July 
he new board. 
obtain website 
website service 

Pa

ctivities of the Ne

and Responsibiliti
ity and due dates
esident shall have
o attend three me
n of the Officers. 

e and arrange for 
bilities (use other 

back to increase t

ear 
with the Board an

Duration 

1 hr 

2 hrs 

30 minutes 

age 9 of 53 

twork and shall s

es and ensure 
s. 
e the power to 
eetings of the Boa
 
assistance for an
Directors or draw

the effectiveness

nd in a timely man

Notes 

serve 

ard 

ny 
w 

 of 

nner 



 
Timeframe 

July 

 

Descriptio

Board Contac

Annual 
Budget 

Venue & Mea

Prepare for B
Advantage Ma

President’s M

Chamber Con

n  

ct List 

al Contracts 

usiness 
agazine Article 

Message 

ntra Agreement 

Bo

Sub-Task
• Create a 

Member M
• Add to the
• Determin

July or Au
• Distribute
• See Tem
• Update th

members
members

• Distribute
Identify yearly
• Women in

centre pie
members

• Business 
• Board me

catered o
• Flowers/g
• Other? 
• Start neg

to be use
• Once me

Director f
• Contact a

requireme
Septembe

• Work with
• Arrange f

Hume, Ph
Prepare Pres
• Formalize

Commerc
• Work with

oard of Direct
Job De

schedule for the 
Meetings and Bu
e Admin Calenda
e 2 board meetin
ugust and Decem
e to the board for 

mplate in Procedu
he existing board 
s and confirm acc
s 
e to the board for 
y budget for the d
n Business Spon
eces with East Ci
ship for winner, ot

Advantage (~$1
eeting dinners; Su
or pot luck 
gift for board mem

otiation process f
ed for Member Me
nu is established

for input into webs
at Business Adva
ents and due date
er issue 
h External Comm
for board photo; p
hotographer 
ident’s message 
e and update con
ce 
h Treasurer and P

tors Binder
escriptions

year including Bo
siness Spotlight

ar on the website 
ngs to host in you
mber 

addition to their B
ures 
contact list with n

curacy of returning

addition to their B
director’s role.  Co
sorship (i.e. swag
ty Flower Shop, f
ther?) 
,500) plus board 
ummer and Dece

mbers in June 

for meals and con
eetings & Board M
 for the year, pro
site 
ntage will confirm
es; typically due m

munications Direct
previously worked

for the website, f
ntra agreement wi

Past President to 

oard Meetings, 

(if using) 
r home; typically 

Board Binder 

new board 
g board 

Board Binder 
onsiderations; 
g bag drop, 
free 

photo 
ember meals 

nvention centre 
Meetings 
vide to Program 

m all 
mid-August for 

tor on content. 
d with Miranda 

first newsletter 
ith Chamber of 

validate 

Pag

Duration 

30 minutes 

1 hrs 

1 hrs 

2-6 hrs 

A

1 hrs 

1 hrs 

ge 10 of 53 

Notes 

The Treasurer w
facilitate the budg
process with the 
entire board and 
establish 
requirements and
timeline. 

A lot of follow up 
coordination with
board during high
vacation season 

ill 
get 

d 

and 
h the 
h 



 
Timeframe 

August 

September 

November 

 

Descriptio

Board Meetin

Social Media 

Cap Members

Chamber of C
Prosperity Sh

Chamber of C
Business Exc

n  

g Prep 

Access 

ship 

Commerce 
ow 

Commerce 
cellence Awards 

Bo

Sub-Task
agreemen

• Obtain m
President

• Solicit fina
with Trea
the board
passed 

• July & Au
planning 
Prepare t
attendanc

• Working w
who on th
WBN Soc

• Ensure th
• Update a
• WBN Soc

o T
o F
o L

• Ensure a
to include

Based on loca
Treasurer, Se
• Coordina

of the Ch
• Arrange f

the durati
time 

• Arrange f
etc. prom

• Consider 
draw for 1

Announce an
award at the M

oard of Direct
Job De

nt 
embership login 
t for Chamber we
ancial budgets fro

asurer to create ye
d at August meeti

ugust board meet
required for upco
the board and set
ce. 
with External Com
he board of direct
cial Media sites (a
hey are familiar w
ll access and res
cial Media include
Twitter (@wbnptb
Facebook (/wbnpt
LinkedIn 
lso that access to

e only current boa
ation of Member 
ecretary & Membe
te details of WBN
amber Contra ag
for coverage of th
ion of the show; p

for the booth to ha
moting the WBN 

a jar/bowl of cho
1 free Guest ticke
y WBN Members
Member meeting

tors Binder
escriptions

id & password fro
ebsite 
om Board membe
early budget for p
ng; ensure annua

ings typically run 
oming membersh
t expectation of re

mmunications Dir
tors will have acc
at least 2 board m

with the Social Me
set passwords 
es; 
o) 
tbo) 

o the WBN Drop B
ard members 
Meetings; discus
ership Directors

N involvement wit
greement 
he booth by board
plan on at least 2 

ave WBN signag

ocolates to attract
et to any WBN nig
s who have been 
 and consider pu

om Past 

ers; work jointly 
presentation to 
al budget is 

longer due to 
ip year.  
equired 

rector, determine 
cess to post on 
members) 
edia Policy 

Box is updated 

ss with 

th the CoC if part 

d members for 
people at a 

e, brochures 

t people and/or a 
ght 
nominate for an 
blishing in the 

Pag

Duration 

1 hrs 

<1 hr 

<1 hrs 

2-6 hrs 

<1 hrs 

ge 11 of 53 

Notes 



 
Timeframe 

January 

March 

April 

 

Descriptio

Gala Prepara

Gala Prepara

Review Const

2nd Annual St
Session 

International W
& Day 

Member of the

Annual Gener

n  

tion 

tion 

titution 

rategic Planning 

Women’s Month 

e Year 

ral Meeting Prep

Bo

Sub-Task
monthly news
Throughout th
ensure they a
load is heavie
• Thought o

holidays, 
from Lynn

• Schedule
ensure al
and gala 

• Be prepa
at the ven
Director 

• Review th
January’s

• Prepare a
• Delegate 

consider 
typically h

• Work with
second p
appropria

• Attend An
the agend

• Ensure W
meeting) 

• Celebrate
• Working w

Member o
• Encourag

Newslette
• Secure a 
• Secretary

minutes f

oard of Direct
Job De

sletter 
he month, check 
are getting the su
est in this month
of the day should
guests, auction e

n Zimmer of the Y
e a board rotation 
l board members
events 
red to spend the 
nue of choice und

he constitution an
s board meeting
any recommenda
updates to other
Directors at Larg
have capacity 
h Strategic Plann
lanning session i

ate 
nnual Session; le
da 

WBN communicat
focuses on Intern

e Women in Busin
with Maureen Tav
of the Year online
ge member involv
er and President’s
date and location

y to provide you w
for review and act

tors Binder
escriptions

in with the Social
pport they need a

d be replaced with
etc..  Or consider 
YWCA 

through the regis
s participate in the

day helping with 
der the leadership

nd by-laws in prep

ations for revision
r board members 
e for general upd

ing Director to de
s required and cr

ad discussion as 

ion (newsletter an
national Women’s
ness 
vener Update and
e voting 
vement through e
s messages 
n for the AGM in 
with a copy of last
tion as appropria

l Director to 
as their work 

h a toast to the 
r a message 

stration desk to 
e silent auction 

general set up 
p of the Social 

paration for 

s as required 
as required; 

dates as they 

etermine if a 
reate agenda as 

determined by 

nd member 
s Month 

d manage 

eBlasts, 

May 
t year’s AGM’s 
te prior to AGM 

Pag

Duration 

<1 hrs 

1 – 6 hrs 

1 – 3 hrs 

A

8 hrs A

<1 hrs 

<1 hrs 

1 – 2 hrs 

ge 12 of 53 

Notes 

Any Constitution 
updates must be 
presented to the 
Membership in 
advance of the A
for voting 

As required and 
determined by bo

AGM 

oard 



 
Timeframe 

May 

June 

 

Descriptio

PTBO Examin
Business Awa

Annual Gener

Member of the

Business Adv
Covers 

Board Retrea
Planning Sess

Final Member

Board Meetin

n  

ner Women in 
ards 

ral Meeting 

e Year Award 

vantage Framed 

t / Strategic 
sion 

r Meeting 

g #1 

Bo

Sub-Task
• Send exp

minutes t
• Create an

an overvi
year (See

• Announce
and winne

• Previousl
the event

• Determin
WBN spo

• Run close

• Maureen 
winner as
Meeting

Contact Busin
covers for all 

• Work with
to create 

• Thank an
Advantag
Treasure
member.

• Remind M
• At the end

President
o a
o c

b

oard of Direct
Job De

planatory letter (v
o all members 2 w
n agenda with Pre
ew of the board’s
e recommended f
e WBN Member n
er at May’s meet
y, board member
t and 8 board me
ed what was bud

onsorship 
ed AGM as sched

Tavener to anno
s part of general a

ness Advantage t
board members –

h Strategic Plann
agenda 

nd present all boa
ge Framed Cover
r on arranging for

Membership of th
d of the June boa
t shall; 

ask for a Motion to
close out any outs
board  

tors Binder
escriptions

ia eBlast), agend
weeks in advanc
esident’s messag
s successes this m
format below) 
nominees at Mem
ing 
rs have split the c
mbers attend 

dgeted for the eve

duled in April 

ounce Member of 
announcements a

to arrange for fram
– this is not charg

ing Director and V

ard members with
rs; consider worki
r flowers/plant/gif

e renewal proces
ard meeting, the o

o accept new boa
standing items wit

a, last year’s 
e of AGM 

ge that provides 
membership 

mber Meeting 

cost of a table at 

ent in terms of 

the Year award 
at Member 

med magazine 
geable 

Vice President 

h Business 
ng with 

ft for each board 

ss 
out-going 

ard members 
th the exiting 

Pag

Duration 

<1 hr 

1 hrs 

 

<1 hrs 

8+ hrs 

w

<1 hrs 

1 hrs 

ge 13 of 53 

Notes 

This starts the 
transition of 
leadership to the 
incoming Preside
who should take 
majority lead  

ent 
the 



 
Timeframe 

 

M
on

th
ly

 

2nd week  

2nd week  

3rd week 

Continuously

Continuously

Continuously
Sept-June 
(10 mths) 

 

Descriptio

 

President’s m
newsletter 

Board Meetin

Newsletter 

y WBN Testimo

y Volunteers 

y Online Trivia 

Member Meet

n  

message for 

gs 

onials 

tings 

Bo

Sub-Task
o th

m
o a

Create presid
on the highlig
• Call out to

agenda it
• Prepare a

meeting (
below) 

• Ensure th
reschedu

• Run mee
Directors 

• Entitled to
at any me

• Give direc
Director 

• Outline ac
• Oversee 

Directors
Proof newslet
Encourage an
include on the
• Regularly

to volunte
the day, g

• Arrange f
required

Update online
• Preside a

which she

oard of Direct
Job De

hank the departin
members for their 
adjourn that sectio

dent’s message fo
ghts of the WBN in
o the board 1 wee
tems 
and distribute age
(See Procedures 

here will be a quo
le if necessary 
tings in a profess
to the agenda 

o the tie breaking
eeting of the Exec
ction as to duties

ction items and d
all committees an

tter content befor
nd collect written 
e website and oth
y monitor the web
eer on committee
greeters, etc.) 
for volunteers for 

e Trivia regularly 
at all meetings of 
e is present; if no

tors Binder
escriptions

ng Past President
service 

on of the meeting

or each Newslette
n that month. 
ek before each b

enda 2 days befo
and recommend

orum of 60% for th

sional, concise ma

g vote in case of e
cutive Board 

s and roles of eac

deadlines 
nd work together 

re it is published.
testimonials from

her publications 
bsite for a list of m
es &/or other area

each Member M

 
the Network and 

ot able to be prese

t and board 

g.  

Annual total

er issue focusing 

oard meeting for 

ore each board 
ed format 

he meeting and 

anner, keeping 

equality of votes 

ch Board of 

with all 

m members to 

members willing 
as (i.e. thought of 

eeting as 

of the Board at 
ent ask Vice or 

Pag

Duration 

–39 - 55 
Hrs 

1-2 hrs 

4-6 hrs 

30 minutes 

30 minutes 

30 minutes 

30 minutes 

5-7 hrs 

ge 14 of 53 

Notes 



 
Timeframe 

 

June – 
June 
(12 mths) 

  

D
ai

ly
 

June-June 
(12 mths) 

  

R
ec

om
m

en
de

d 
Fo

rm
at

s 

 

 

Descriptio

Review Bank 

 

Manage emai

 

Board Meetin

n  

Statements 

il 

g Agenda 

Bo

Sub-Task
Past Pres

• Create a 
members
Procedur

• Solicit vo
Day, Gree

• Create a 
announce

• Per Cons
o R

a
p
c

• Accounta
president

• Respond 
Friday) ex

See Templat
• Items aris
• Approval 
• Treasure
• Members
• Program 
• Member C
• External C
• Director(s
• Social Re
• Strategic 
• Past-Pres
• Other Bus
• Member M

etc.) 

oard of Direct
Job De

sident to take ove
monthly agenda 

s at least 2 days i
res and recomme
lunteers from the
eters (2), Introduc
PowerPoint pres
ements 
stitutional By-Law
Review and initial 
and cancelled che
provide year-end f
current member w

able for managing
t@womensbusine
to all email within

xcept when legitim

te in Procedures
sing from the min
of Minutes of the
r Report 

ship Report 
Report 
Communications 
Communications 
s) at Large Repor
eport 
Planning Report

sident’s Report 
siness 
Meeting Agenda 

tors Binder
escriptions

er duties. 
and distribute to 
n advance of mee

ended format belo
e membership for 
cing and Thankin
entation to suppo

w #5.A.4; 
the Network’s ba

eques on a month
financial stateme

who makes such a

g all email sent to 
essnetwork.net  
n 1 business day 
mately unavailab

s 
utes of last meet

e last meetings 

Report 
Report 

rt 

(volunteers, anno

all board 
eting (See 

ow) 
Thought of the 

ng the speaker 
ort your 

ank statements 
hly basis, and 
nts to any 
a request. 

Monthly total

(Monday to 
le  

Daily total

ing 

ouncements 

Pag

Duration 

<1 hr 

12 - 15 hrs 

<1 hr 

<1 hr 
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Notes 

This is a 
recommended fo
only and can be 
changed at the 
discretion of the 
President with in
from the board of
directors. 

ormat 

put 
f 



 
Timeframe 

 

 

 

Descriptio

Member Meet

AGM Agenda

n  

ting Agenda 

a 

Bo

Sub-Task
• Adjourn m
• Agenda s

o S
• Member M

• Requ
• Welco
• Introd

only i
Powe

• Thou
• Last c
• Dinne
• Twoo
• Anno
• 10 M
• Spea
• 50/50
Door Priz
randomly

• Motion to
• Validate t
• Items aris
• Call for a 

years AG
• Present c

accept ch
• Past Pres

members
nominatio
nominees
otherwise
slate of n

• President
accomplis

oard of Direct
Job De

meeting 
sent to Board Mem
See Template in 
Meeting Agenda;

uest all take their 
ome everyone, n
duce Board of Dir
in September & J
erPoint presentati
ght of the Day 
call for 50/50 tick
er 
onie Talk (start du
ouncements 
inute Break 

aker (Includes intr
0 
zes – depending o
y through the nigh
o call the meeting 
that quorum has 
sing from the min
motion to approv

GM 
constitutional upd
hanges as presen
sident to review a
s concluding their 
ons.  Vote only oc
s than there are a
e Past President p
ominees as prese
t’s Message – rec
shments through 

tors Binder
escriptions

mbers; 
Procedures 
 
seats 
ew members and
rectors – announc
January; list name
ion in other mont

kets 

uring dinner) 

roducing and than

on number of doo
ht after everyone 

to order 
been met 
utes of the previo
ve the minutes fro

ates, if applicable
nted 
all board incumbe
r terms and all new
ccurs when there 
available board po
presents a motion
ented 
cap the board of d
the past membe

d guests 
ce all names 
es on a 
hs 

nking) 

or prizes, draw 
takes their seat 

ous years AGM 
om the previous 

e and motion to 

ents, board 
w board 
are more 

ositions, 
n to accept the 

directors 
rship year;  see 

Pag

Duration 
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Notes 

This is a 
recommended fo
only and can be 
changed at the 
discretion of the 
President with in
from the board of
directors. 

Note that agenda
change for 
networking nights
tradeshows, Holi
Gala etc.  Presid
to use her judgm

ormat 

put 
f 

a will 

s, 
day 
ent 
ent. 



 

 
 

Timeframe 
 

 

 

Descriptio

Miscellaneous
Accountabilitie

 

n  

s Job 
es 

Bo

Sub-Task
previous 
cover 

• Motion to
• Set up & 

& “drive” 
• Reviewin

recomme
• Collect al

website d
director 

oard of Direct
Job De

President’s mess

o adjourn the mee
take down AV eq
PowerPoint Pres
g website conten

ended updates 
l technical require

development budg

tors Binder
escriptions

sages as example

eting 
quipment each me
sentations 
nt annually for acc

ements from boa
get; this in absen

es of content to 

ember meeting 

curacy & 

rd members for 
ce of a technical 

Pag

Duration 

 

ge 17 of 53 

Notes 



 
P

R

 

Past President

Required Skil

Timeframe 

A
nn

ua
l 

Mid-June 

June - July

July – 
August 

 

t 

ls 

Descriptio

Membership 
Renewal 
Process 

y Annual 
Budget 

Solicit 
Nominations 
Vice Presiden

on  Sub-Tas
• Compl
• See Pr
• The pr

o
o
o

Updating M
within the s
that Secret
 

Identify yea
• Cost a

for 
nt 

• Determ
eligibil

• Overse
the po

• See C
o
o

Bo

• Be willing
unable to

• Provide g
• Act as Pr
• Ability to 
• Ability to 
• Technica

sk 
lete the Members
rocess document
rocess includes;

Turning Off all 
Generating a re
Updating all bo
addresses) 

Membership Year
site including Pro
tary completes) 

arly budget for th
associated with re

mine eligible Boar
ity requirements 
ee, conduct the s
sition of Vice Pre
onstitution & By-L

Article 4 - 3.B, 
By-Law 5.B.5 

oard of Direct
Job De

g to assume the ro
o act (See Constit
guidance and men
rivacy Office for th
recruit new board
meet timelines 
l acumen  

ship Renewal pro
t in Process secti

member access
enewal email to m

oard member pos

r in Website (man
ogram and Meetin

he director’s role. 
e-printing required

rd Members for V
as stated in the c

secret ballot vote 
esident at the Aug
Laws; 
3.C, 3.D & 3.E 

tors Binder
escriptions

ole of President o
tution Article 4, 3.
ntorship to the bo
he WBN (See Co
d members as pa

cess on the webs
on of binder 

membership 
itions (website & 

ny interdependen
ng Management t

 Considerations;
d Board Binders

Vice President pe
constitution 
& tabulate the re

gust Board Meetin

or Vice President 
.A, By-Law 5.B.2)
oard and Presiden
nstitution Article 

art of succession p

Dura
site 

email 

cies 
tasks 

1.5 hr

1 hr 

r 

sults for 
ng 1-2 hr

Pag

should the incum
) 
nt 
8) 
planning 

ation Notes

rs  

The Trea
facilitate 
process w
entire bo
establish
requirem
timeline.

rs  

ge 18 of 53 

mbents be absent

asurer will 
the budget 
with the 

oard and 
h 
ments and 

t or 



 
Timeframe 

September
– May 

November 
– February

January – 
June 

June 

 

Descriptio

r Annual Electi
of Board 
Members 

y 
Review of Jo
Descriptions 

Update Board
Binder 

Handover to 
Predecessor 

on  Sub-Tas

ion 

• Determ
recruit

• Recrui
stated 
of Offic

• Call fo
nomine
Board 

• Use th
potent
require

• Orient 
constit
 

b 

• Compl
positio
amend
board 
descrip
Law 5.
 

d 

• Compl
Board 

o

o

o
• Provid

update
• Provid

before
 

Ensure inc
• Master

Bo

sk 
mine Board positi
ing replacements
it officers and dire
in the Constitutio

cers and Director
or annual board no
ees at the Annua
election at the AG

he Board Binder, s
ial Board nomine
ements of the role
incoming Board 

tution using the c

lete an annual rev
on with each boar
dments of same t
meeting.  Update
ption when the re
.B.3 Past Preside

lete a full review &
Binder; 

Ensure all date
when review w
Working with V
Meeting schedu
Update Board C

e updated paper 
e their own binder
e incoming Board

e they start their p

coming Past Pres
r Access login & 

oard of Direct
Job De

ons that will be e
s from current me
ectors in accorda
onal By-law 7 - No
rs  
ominations & pre

al General Meetin
GM.  (See By-Law
specifically Job D

ees so that they fu
e they are nomina
Members with th
ontents of the Bo

view of job descr
rd member and pr
o the Board for ra
e the Board Binde
eview &/or edits w
ent) 

& edit/update as 

es, versions etc. a
as complete 

Vice President, up
ule for the next ye
Contact list with n
versions for exis
rs 
d members with n

positions in June

sident is provided 
password (encou

tors Binder
escriptions

nding their term &
embership. 
nce to the proces
ominations and E

sent the slate of 
g and preside ov
w 5.B.4 Past Pre

Descriptions to sh
ully understand th
ating for 
eir responsibilitie

oard Binder  

iptions for each b
resent recommen
atification at the F
er indicating on e
were complete.  (S

required, the enti

are updated indica

pdate WBN Board
ear 
new Board nomin
ting Board Memb

new binders and 

with; 
urage a change in

Dura
& start 

ss as 
Elections 

ver the 
sident) 

hare with 
he 

s & the 

4-8 hr

board 
nded 
February 
ach job 
See By-

4-6 hr

ire 

ating 

d 

nations 
bers to 

content 

2-4 hr

n 2 hrs

Pag

ation Notes

rs 

Time var
dependin
number o
voluntee
recruitme
more tim
required.

rs  

rs  
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ries 
ng on the 
of 
rs.  If 
ent required, 
e may be 
. 



 

 

V
R

Timeframe 

 

M
on

th
ly

 

June-June 
(12 mths) 

June-June 
(Quarterly 
Only) 

  

D
ai

ly
 

June-June 
(12 mths) 

As 
Required 
 

  

Vice President
Required Skil

 

Descriptio

 

Chamber of 
Commerce 
Board Memb

Trent Busines
Council 

 

Manage ema

Master Acces

 

t 
ls 

on  Sub-Tas
passw

• Chamb
board 

• Trent B
incomi

• All Boa
• Any ot

er 

• Repres
Comm

• Attend
• Act in t

Board 

ss 

• Repres
Busine

• Attend
• Act in t

Busine

ail 

• Accou
pastpr

• Respo
except

ss 

The Past P
Access to 
that can be
procedural
successor 

Bo

sk 
word annually) 
ber of Commerce
on incoming WBN
Business Council
ing WBN represe
ard Binder softco
ther related docum

sent the WBN as
merce Board 
d monthly board m
the best interest 
Policies 
sent the WBN as
ess Council 
d quarterly counci
the best interest 
ess Council Polici

ntable for manag
resident@women
ond to all email wi
t when legitimate
President will be g
the website.  The
e performed with 
l document that w
in the role. 

• Ability to 

oard of Direct
Job De

e Board binder – u
N representative
l information – up

entative 
pies for updates
mentation associ

 an active particip

meetings as sche
of the WBN and a

 an active particip

l meetings as sch
of the WBN and a
ies 

ging all email sent
sbusinessnetwor
ithin 1 business d
ly unavailable  
given the user id 
ere are several pr
this access and a

will be passed fro

assume the role 

tors Binder
escriptions

update the Cham

pdate the TBC on

ated to the role 
Ann

pant of the Cham

duled 
adhere to all Cha

pant of the Trent 

heduled 
adhere to all Tren

Mont
t to 
rk.net  
day (Monday to F

and password fo
rocedures and fun
are covered in a 
m each predeces

Da

of the President d

Dura

mber 

 

ual total 15-25
mber of 

amber 
1 hr 

nt 
1 hr 

thly total 2 hrs

riday) <1 hr

r Master 
nctions 

ssor to 
<1 hr

aily total <1 hr

during her absen

Pag

ation Notes

5 hrs  

 

 

 

 

 

 

ce or inability to a
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act for any causee 



 

 

 
 

Timeframe 

A
nn

ua
l 

June-June 
(12 mths) 

 

 

Descriptio

Succession P
Presidency 

 

 

n  

Planning for 

Bo

whatsoev
• At the Pre

meetings 
• Be prepa

concurren
Past Pres

• Ability to 
• Technica

Sub-Task
• Work clos

of and as
of the Pre

• Gain valu
to begin p

• Assist Pa

oard of Direct
Job De

ver (Per Article 4.
esident’s discretio
the Board has de
red to commit to 
nt to Vice-Preside
sident 
meet timelines 
l acumen  

sely with Preside
ssume Presidentia
esident this year a
uable guidance fro
planning for Pres
ast President with

tors Binder
escriptions

5 and By-Law 5.C
on, represent the 
eemed to be affili
2 additional year
ent, complete a 1

nt in order to gain
al responsibilities
and in the followi
om President and
idential year 
 director solicitati

C.1 of the constitu
WBN at any Pro

iated with. (Per B
rs on the WBN Bo
 year term as Pre

n understanding 
s in the absence 
ng year 
d Past President 

ion for next year
Annual total

Pag

ution) 
ovincial or Nationa
By-Law 5.C.2) 
oard; finish term i
esident followed b

Duration 

5-15 hrs 

5-15 hrs 

ge 21 of 53 

al Association 

n existing role 
by a 1 year term a

Notes 

as 



 
T

R

 

Treasurer 

Required Skil

Timeframe 

A
nn

ua
l 

June-Aug 

July 

As 
Required 

May 

August 
15th 

 

1st Wed 

 

ls 

Descriptio

Budget 

Signing Autho

Facilitate Fina
Management 
Events 

Present at AG

Early Bird Cut
 

 

Membership M

n  

orities 

ancial 
for Special 

GM 

t-off 

Meeting 

Bo

• Accountin
• Ability to 
• Act as an
• Ability to 
• Technica

Sub-Task
• Compile b

master do
• Compare

and other
revenues

• Bring dra
• Present f

By-Law 5
• Set up me

(in-comin
Secretary

• Develop &
proceeds
Auction)

• Track and
for presen

• Create ch
• Be prepa

year end 
• Plan for m

many inte
to proces

• Collect gu
monies. A

oard of Direct
Job De

ng background an
collect Member d

n Officer of the Ne
meet timelines 
l acumen  

budget inputs fro
ocument 

e to prior years, de
r revenues, analy
s 
ft budget to July 
inal budget for ap

5.E.4) 
eeting(s) at bank 
g and out-going T

y 
& execute proces

s for various even

d prepare statem
ntation to the boa
heques as require
red to speak to m
results and proje

many last minute 
erruptions in your
ss. 

uest fees from Se
Attend as many a

tors Binder
escriptions

nd expertise requ
dues that are not 
etwork in accorda

m each Board me

evelop projection
yze expenses as a

meeting for discu
pproval at August

to change signin
Treasurer, Past-P

sses to facilitate t
ts as required (i.e

ents &/or reports 
ard and WBN reco
ed to deliver proc
membership regar
ected current year
requests from me

r workday includin

ecretary and Two
as possible and as

uired 
paid in accordan

ance to Article 4 o

ember into a 

 for membership 
a percent of 

ussion 
t meeting (See 

ng authorities 
President, and 

he collection of 
e. YWCA 

for such events 
ord 

ceeds   
rding the prior 
r results 
embers and 
ng many items 

Annual total
oonie Talk 
ssist as 

Pag

ce to By-Law 3.C
of the constitution

Duration 

10 hrs 

1 hr 

2-4 hrs 

1 hr 

2-6 hrs 

16-22 hrs 

3 hrs 
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C of the constitutio
n 

Notes 

on 



 

 
 

Timeframe 

Before 3rd 
Wed 

  

W
ee

kl
y June-June 

(12 mths) 
As 
Required 
 

D
ai

ly
 

June-June 
(12 mths) 

  

 

Descriptio

Bookkeeping 

 

Canada Post 

Bank Deposit

 

Manage emai

 

 

n  

Mail 

s 

il 

Bo

Sub-Task
required.

• Download
• Bookkeep

revenues
complete 

• Prepare m
vs foreca

• Analyze a
• Prepare l

meeting
• Write che

meeting o

• Pick up m
• Mail all ch

• Deposit m

• Accounta
treasurer@

• Respond 
Friday) ex

oard of Direct
Job De

d online credit ca
ping entry in Quic
s, ‘make deposits’

bank reconciliati
monthly/YTD fina
st if budget is a p
and flag differenc
ist of invoices/che

eques to be signe
once Cheque Rep

mail from PO Box 
heques 

monies collected t

able for managing
@womensbusine
to all email within

xcept when legitim

tors Binder
escriptions

rd transactions in
ckBooks – ‘sales 
’, ‘write cheques’ 
on 

ancial statements 
problem) 
ces to budget 
eques for approv

ed by second Offic
port is approved.

and action as ap

through mail, at m

g all email sent to 
essnetwork.net  
n 1 business day 
mately unavailab

nto Excel 
receipts’ for all 
for bills, 

(vs budget &/or 

val at Board 

cer at board 

Monthly total
ppropriate 

meetings, etc. 

Weekly total

(Monday to 
le  

Daily total

Pag

Duration 

4 hrs 

7 hrs 

1 hr 

1 hr 

2 hr 

<1 hr 

<1 hr 
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Notes 



 
S

R

 

Secretary 

Required Skil

Timeframe 

A
nn

ua
l 

June-July 

April 

May 

May Board 
Meeting 

July 

 

M T-16 Days 

 

ls 

Descriptio

Annual 
Budget 

AGM Meeting

AGM Meeting

WBN Storage

Back up WBN

 
Set up RSVP 

n  

g Preparation 

g 

e Locker 

N Files to Disc 

emails 

Bo

• Attention 
discussio

• Ability to 
• Technica
• Effective 

& guest re

Sub-Task

Identify yearly
• Stationary

receipt bo
• Software 

Send previou
• Obtain ag
• Obtain al
• Print & br

member a
& filed wit

• Draft mee
edit within

• Distribute
to Board 
published

Review contra
board to rene
See Policies &
update as req
Back up prev
other WBN re

Detailed Job A

oard of Direct
Job De

to detail; Capturi
ons & decisions of
meet timelines 
l acumen  
Communication S
equests 

y budget for the d
y requirements (n
ook, etc.) 
upgrades / requi

s years AGM Me
genda from Presid
l reports from Boa
ring a copy of Me
attendance; after 
th AGM minutes 
eting minutes & p
n 2 business days
e final meeting mi
Members within 1

d on website 
act with storage c

ew to cancel as re
& Procedures for
quired 
ious membership

ecords in the stora

Aid filed with Sec

tors Binder
escriptions

ng & documentin
f board proceedin

Skills practicing d

director’s role.  Co
name tags, food a

rements for WBN

eeting Minutes to 
dent 
ard members as 

ember sign in she
r meeting, sheet is
as WBN record 

provide to Preside
s 
nutes with all app
1 week & arrange

company & make
equired 
r storage locker d

p year’s files to di
age locker 

cretary Tasks on W

ng salient points o
ngs to form WBN 

diplomacy, tact & 

onsiderations; 
allergy cards, 

N laptop 

President 

applicable 
et to count 
s to be scanned 

ent for review & 

plicable reports 
e to have 

e a motion to the 

etails and 

sc & store with 

Annual total
WBN Laptop 

Pag

of conversation th
record 

integrity in mana

Duration 

1 hr 

 

1 hr 

1 hr 

15 minutes 

1-2 hrs 
10 minutes 
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hat accurately refl

aging unique mem

Notes 
The Treasurer w
facilitate the budg
process with the 
entire board & 
establish 
requirements & 
timeline. 

lect 

mber 

ill 
get 



 

 

Timeframe 
from Mmbr 
Mtg 

T-5 Days 
from Mmbr 
Mtg 

T-3 to Day 
of Mmbr 
Mtg 

Day of 
Mmbr Mtg 

Day of 
Mmbr Mtg 

Day After 
Mmbr Mtg 
Day After 
Mmbr Mtg 

Board 
Meeting 

As Req’d 

  

 

Descriptio

RSVP Respo

Manage Wait 

Membership M

Membership M
Guest Registr

Re-Open Gue

Track Meeting

Attend & Man
Minutes 

Update Admin

 

n  

nse Deadline 

Lists 

Meeting - Prep 

Meeting - Work 
ration Desk 

est Registration 

g Attendance 

nage Meeting 

n Calendar 

Bo

Sub-Task

• Manage C
• Close Mee
• Email Holid
• Detailed Jo

• Detailed J
Laptop 

• Manage N
• Detailed J

Laptop 
• Attend all
• Check in 

applicable
• Promote 

Detailed Job A

Use spreadsh
Laptop to trac
• Obtain ag
• Obtain al
• Draft mee

edit within
• Distribute

to Board 
• See Polic

effective 
Update Calen
dates & other

oard of Direct
Job De

all back list do fo
eting & Guest Reg
day Inn with Mea
ob Aid filed with S

Job Aid filed with 

Name Tags, Aller
Job Aid filed with 

l Membership Me
all Registered Gu
e & provide recei
Twoonie Talk 

Aid filed with Sec

heet provided with
ck & trend attenda
genda from Presid
l reports from Boa
eting minutes & p
n 2 business days
e final meeting mi
Members within 1

cies & Procedures
minutes 
ndar on Admin po
r important dates 

tors Binder
escriptions

llow up with ,  
gistration 

al Counts & table 
Secretary Tasks o

Secretary Tasks

rgy Cards, Attend
Secretary Tasks

eetings 
uests & collect pa
pts as requested

cretary Tasks on W

h Secretary Task
ance to members
dent 
ard members as 

provide to Preside
s 
nutes with all app
1 week 
s for guidelines fo

ortion of Website 
that are relevant 

requirements 
on WBN Laptop

s on WBN 

dance lists 
s on WBN 

ayment as 

WBN Laptop 

ks on WBN 
ship meetings 

applicable 
ent for review & 

plicable reports 

or taking 

with all RSVP 
to the board 

Monthly total

Pag

Duration 

10 minutes 

1-2 hours 

1-2 hours 

5 hours 

5 minutes 

10 minutes 

5-6 hours 

5 minutes 

10-15 hrs 
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Notes 

Be prepared to 
manage high volu
of requests on th
3 days before ea
meeting 

ume 
ese 
ch 



 

 
 
 

D
ai

ly
 

June-June 
(12 mths) 

 

M
is

c 

While in 
Role 

 

Manage emai

Monitor WBN 

 

Keep Record 
permanent re

 

il 

Hotline 

of all WBN 
cords 

Bo

• Accounta
secretary

• Respond 
Friday) ex
• Chec
• Resp

all WBN H
• Mana

• To be ma
storage lo

• Laptop to
• General “

WBN equ
protect th

oard of Direct
Job De

able for managing
y@womensbusine

to all email within
xcept when legitim

ck voicemail once
pond to or forward
otline messages

age any member 

aintained on WBN
ocker 
o be held by Secre
“good care” of the
uipment is require
he records of the W

tors Binder
escriptions

g all email sent to 
essnetwork.net  
n 1 business day 
mately unavailab

e each business d
d to applicable bo

calling directly w

N laptop & backed

etary while in the
e laptop, PC View
ed while in your p
WBN 

(Monday to 
le  

day 
oard members, 

ith questions 
Daily total

d up & stored in 

e position 
wer &/or other 
position to 

Pag

<1 hr 

10 minutes 

<1 hr 

N/A 
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P

R

 

Program Direc

Required Skil

Timeframe 

A
nn

ua
l 

June 

July-Augus

 

ctor 

ls 

Descriptio

Role Transfer

t 
Annual 
Budget 

n  

r to Predecessor

Bo

• Ability to 
• Technica
• Negotiatio
• Develope

interest to
• Solid netw

years out
• (I added t

Sub-Task
• When you

files with 
potential 
Director.

• Include a 
informatio
backgrou
informatio
contracts 

• Provide s
Trade Sh

• Documen
networkin
Member M
networkin

Identify yearly
• All speak

& other fe
nights sta
1 guest re

• Trade Sh

oard of Direct
Job De

meet timelines 
l acumen & profic
on Skills – to neg
ed knowledge of o
o the WBN memb
working skills – D
t to ensure proact
this to General D

ur term has expir
all connections m
speakers to hand

copy of the prev
on for each confir
nd discussion no
on regarding any 
for all previous y

survey &/or any m
ow to ensure we 

nt and share resu
ng activities perfo
Meeting – find ne
ng comfortable fo

y budget for the d
er fees and nego

ees related to spe
ay at the Holiday 
egistration for the
ow and all extra c

tors Binder
escriptions

ciency with WBN 
gotiate terms and 
or connections wi
bership 

Director is required
tive planning for W
escriptions for all

red, prepared doc
made with confirm
d over to the inco

ious years’ budge
rmed or potential 
otes and any othe

speaker.  Include
years. 
member feedback

continue to meet
lts from any facili

ormed at the fall N
ew ways of facilita
r our members fo

director’s role.  Co
otiated accommod
eaker (WBN typic
Inn, mileage, spe

e speaker) 
costs (meal cost 

Website 
conditions of con
ith various busine

d to cultivate rela
WBN Program 
l board members

cument(s) and 
med &/or 

ming Program 

ets, contact 
speaker, 

er pertinent 
e all signed 

k related to 
t member needs
itated 

Networking 
ating and making 
or these nights 

onsiderations; 
dations, mileage 
cally pays for 1 
eaker meal and 

covered in Meal 

Pag

ntracts with speak
ess key note spea

ationships with po

)  

Duration 

1-3 hrs 

1 hr 
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kers. 
akers that may be

otential speakers 

Notes 

The Treasurer w
facilitate the budg
process with the 
entire board and 
establish 
requirements and
timeline. 

e of 

1-3 

ill 
get 

d 



 
Timeframe 

July-Augus

 

M
on

th
ly

 

Sept - June
(10 mths) 

Sept – 
June 

 

Descriptio

t Update WBN 

 

e 
Exhibitor Tab

Member Meet

n  

Website 

les 

tings 

Bo

Sub-Task
budget) 

•  
• Update P

upcoming
• If menu is

is known 
current 

• Work with
Holiday In

• 3-4 week
Member C
the memb
Member m
June) 

• Manage a
each exh
Meeting

• Keep a re
member, 
list &/or c

• Establish 
set up wh

• Contact s
overnight
requireme
chart, etc

• 3-6 week
both Mem
newslette

• 1 week p
name to r

• Confirm w
the Holida

oard of Direct
Job De

Program Page wit
g member year in
s unknown, diariz
to ensure websit

h Lisa Smith (LSm
nn for exhibitor ta
s prior to each m
Communications 
bership to solicit e
meeting (excludin

all requests and e
ibitor via the Onli

ecord of all booke
when paid and m

cancellations as a
a layout each mo

hen they arrive ea
speaker 3-6 week
t accommodation
ents, fee, unique 

c.) & whether they
s prior to event, p

mber & External C
er and other mark
rior, let Secretary
register prior to th
with Lisa Smith (L
ay Inn overnight a

tors Binder
escriptions

h all Member eve
ncluding known m
ze a note to self to
e is completely u

mith@fortisporper
able requirements
ember meeting, w
Director, arrange

exhibitor tables p
ng December, Tra

ensure payment i
ne Store prior to 

ed exhibitor tables
month booked and
appropriate 
onth so exhibitors
ach Member Mee
ks prior to event to
s, time of arrival, 
requirements (i.e

y are bringing a g
provide speaker i
Communications d
keting 
y know speaker n
he event 
LSmith@fortispor
accommodations

ents for the 
menu 
o update when it 
pdated and 

Annual total
rties.com) at the 
s each month 
work with 
e for an eBlast to 
rior to each 
ade Show and 

s received from 
each Member 

s, name of 
d manage a wait 

s know where to 
eting 
o confirm 
AV 

e. table, flip 
uest 
nformation to 
directors for 

ame & guest 

rperties.com) at 
s for speaker & 

Pag

Duration 

1 hr 

3-5 hrs 

1-2 hrs 

5 hrs 
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Notes 



 
Timeframe 

June – 
June 
(12 mths) 

 

Descriptio

Develop Prog
Relationships

n  

gram & Cultivate 
s 

Bo

Sub-Task
guest 

• Confirm w
&/or for tr

• If there is
speaker, 
&/or Than
her agend

• Plan to be
speaker &
4:30pm)

•  
• Research

align with
• Cultivate 

book for c
• Negotiate

speaker k
to the WB
for each s

• Goal is to
announce
by June o
End June
Keynote s
members

• Once spe
speaker t
YouTube 
website.  
Commun

• CONSIDE
o F

M
p
fa

oard of Direct
Job De

with Treasurer if a
ravel &/or accomm
s a member who h
consider asking i
nk the speaker an
da 
e at the Member 
& to assist with ex

h potential speake
h the WBN Vision 
relationships with
current or future W
e terms and contr
keeping within es
BN Procurement 
speaker and keep
o have entire spea
ed to the Member
or July of each ye
e finale which cou
speaker and to bu
ship. 
eakers have been
to obtain a photo,
video to be used
Also, provide all 
ications Director 
ERATIONS; 

Form a committee
Membership to as
potential speakers
acilitated Network

tors Binder
escriptions

a cheque is requi
modation 
has a specific con
if they would like 
nd provide details

Meeting on time 
xhibitor table set 

ers for Membersh
& Mission Statem

h potential speak
WBN Program Ye
ract including fees
stablished budget
Policy.  Obtain a 
p as a record of th
aker line-up in pla
rship or updated 

ear.  The exceptio
uld wait to ensure
uild excitement w

n confirmed, work
, bio, links to web
d on the Program 
detail to our Exte
for marketing pur

e of volunteers fro
ssist with obtainin
s, developing con
king night &/or as

red for speaker 

nnection to the 
to introduce 

s to President for 

to meet the 
up (4pm – 

hip meetings that 
ments 
ers either to 
ears 
s with each 
s and adhering 
signed contract 
he WBN. 
ace and 
on the website 

on is the Year-
 a quality 

within the 

k with the 
bsite &/or 

section of our 
ernal 
rposes 

om the 
g/researching 

ntent for 
ssistance with 

Pag

Duration 

2-6 hrs 

ge 29 of 53 

Notes 



 

 
 
N
P
 

Timeframe 
  

D
ai

ly
 

June-June 
(12 mths) 

  

NOTE – This P
Planning Meet

 

Descriptio

 

Manage emai

 

Program shoul
ting 

n  

il 

d be reviewed

Bo

Sub-Task
tr

o J
P
ri

o F
a
re
m
D
m
m
d
in

o T
s
e
3
(n

o A
s
w
w
d
C

• Accounta
program@

• Respond 
Friday) ex

d and confirme

oard of Direct
Job De

radeshow plannin
anuary speaker s

Peterborough due
isks associated to

Fall Networking N
approach 3 Memb
elated to busines

meeting; stories s
Develop new way
member meetings
mission statement
develop an agend
n advance of the 
Trade Show – view
show & find ways 
experience.  Cons
3 4’ tables), 3 Mem
not stories or sell

After networking n
surveying the mem
worked well and w
with Internal Comm
determine best for
Contact or paper/m

able for managing
@womensbusines
to all email within

xcept when legitim

d with the curr

tors Binder
escriptions

ng & execution  
should live closer
e to potential wea
o travel (less likel
ight (October or N

bers to share thei
ss success at the 
hould be 5-7 min
s to facilitate netw

s that align with o
ts.  Working with 

da for the evening
meeting 
w results from pre
to improve or en

sider 20 exhibitors
mber Speakers s
ing) 

night & Trade Sho
mbership to unde
what could be imp
munications Dire
rmat for survey (C
manual) 

g all email sent to 
ssnetwork.net  
n 1 business day 
mately unavailab

rent Board of D

r to 
ther related 
ly to cancel) 
November) – 
r own stories 
Member 
utes in length.  
working at the 
ur vision & 
the President, 

g at least 1 week 

evious year’s 
hance the 
s (17 8’ tables & 
haring expertise 

ow, consider 
erstand what 
proved – work 
ctor to 
Constant 

Monthly total

(Monday to 
le  

Daily total

Directors Annu

Pag

Duration 

8-13 hrs 

<1 hr 

<1 hr 

ually at the Stra
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Notes 

ategic 



 

S

O

N

D
J

F

M

A

M

J

 
 

September 

October 

November 

December 
January 

February 

March 

April 

May 

June 

 

Typical 

 

Annual Progr
Exhibitor Tab
Guest Speake
Exhibitor Tab
Guest Speake
Exhibitor Tab
Facilitated Ne
3 Member “St
Holiday Gala 
Exhibitor Tab
Guest Speake
Trade Show I
Exhibitor Tab
3-4 Member S
Exhibitor Tab
Guest Speake
Exhibitor Tab
Guest Speake
Exhibitor Tab
Guest Speake
Year-End Fin
Keynote Spea

Bo

ram 
les in Garden Co
er 
les in Garden Co
er 
les in Garden Co

etworking by boar
tories” 
– TBD by board
les in Garden Co
er 
ncluding; 
les 
Speakers  
les in Garden Co
er 
les in Garden Co
er 
les in Garden Co
er 
ale 
aker 

oard of Direct
Job De

ourt 

ourt 

ourt 
rd 

ourt 

ourt 

ourt 

ourt 

tors Binder
escriptions

• Start planni
2-4 months
and market 

• Work close
exhibitor tab

• Consider ga
membershi

• Member Sto
consider an
interested in
consider a d
on topics) 

• Trade Show
o Set
o Exp

 

NO
ng for Networking
 in advance to en
 with other directo
ly with Lisa Smith
bles and Trade S
athering a commi
p to assist with p
ories & Speakers
n eBlast or call ou
n participating.  W
draw or board de

w; 
t up AV in both Ba
pect to arrive earl

Pag

OTES 
g Night, Trade Sh
nsure adequate ti
ors 
h of the Holiday In
Show plans 
ittee of volunteers
lanning & execut

s at Networking n
ut in our newslette
Where more volun
ecision based on t

allroom & Garden
lier to assist with 
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how and June ev
me to plan, prepa

nn for set up of 

s from the 
ion  
ights & Trade Sh
er for members 
nteers than positi
topic (ensure var

n Court for speak
set up (3pm) 

ent 
are 

ow – 

ons, 
iety 

kers 



 
M

R

 

Membership D

Required Skil

Timeframe 

A
nn

ua
l 

July 

July – 
September 

December 

 

M Monday 

 

Director 

ls 

Descriptio

Annual 
Budget 

Source Memb

Solicit Half-Ye

 
Order badges

n  

ber Gift 

ear Memberships

s 

Bo

• Effective 
o M
o M

• Expert kn
• Solid orga

at membe
• Ability to 
• Technica

Sub-Task

Identify yearly
• Annual M
• Member N

‘button’, n
• Previous 

• Research
• Present d
• Order me
• Distribute

member m
has recei
even if no

• Distribute
throughou

s 

• Contact (
members
Members
half-year 

• Print off t

oard of Direct
Job De

communication a
Manage all Memb
Make connections
nowledge of all M
anizational skills; 
er meetings 
meet timelines 
l acumen  

y budget for the d
Member Gift 
Name Tag Requi
name tags, etc.)
year’s budget 

h & source option
different selection
ember gift for late 
e to all Members a
meeting keeping 
ved a gift ensurin

ot in attendance 
e Member gift to a
ut the year 
email) Guests wh

ship year and any
ship Information a
membership ava

he RSVP list to th

tors Binder
escriptions

and networking sk
bership inquires fr
s with guests and
ember Benefits &
ability to multi-ta

director’s role.  Co

rements (Ribbon

s for possible me
ns with pricing to b

August delivery.
at September or O
close track of ea

ng that all membe

all new members 

ho have attended
y other woman wh
and provide inform
ailability  

he dinner. 

kills 
rom potential, new
 advocate for pot

& Policies 
ask and keep an o

onsiderations; 

s, WBN logo 

ember gifts 
board for vote. 

October 
ch member who 

ers receive a gift 

who join 

d in current 
ho has asked for 
mation about 

Annual total

Pag

w and existing Me
tential WBN mem

organized Membe

Duration 

1 hr 

4-5 hrs 

1 hr 

6-7 hrs 
0.5 hrs 
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embers 
mbership 

er Registration ta

Notes 
The Treasurer w
facilitate the budg
process with the 
entire board and 
establish 
requirements and
timeline. 

ble 

ill 
get 

d 



 
Timeframe 

before 
monthly 
meeting 

Monday 
before 
monthly 
meeting 

Monthly 
Member 
Meeting 

 

Descriptio
 

Table # Tags 

Registration T

n  

Table 

Bo

Sub-Task
• Go throug

RSVP ha
• Make a n

place app
trophy1@
WBN Pro

• Track as 
• After the 

dinner, en
• Keep in m

Guests so
distributio

• Replace a
• Remove 

networkin
• Work with

people w
tags acco

• Make a s
with the a

• Set up me
meeting.

• Manage M
receive th

• Provide a
place Fac
appropria

• Liaise wit
for the ev

• Facilitate 
evening.

• Keep atte
• After mee

and reorg

oard of Direct
Job De

gh the badges to 
ave a badge 
ote of all the peo

propriate order wi
@cogeco.ca for re
ocurement Policy
appropriate at me
Secretary sends 
nsure there are e
mind that Membe
o have some ‘like
on if asked 
as needed 
1 tag number for 

ng facilitator seat 
h Program Directo
ill be sitting at tab

ordingly 
eating plan for fa

assignments 
embership table o

Member Registra
heir name tag and
a seating plan to a
cilitator an Board 
ate tables 
th member greete
vening 

the introductions

endance and prov
eting collect all m
ganize in prepara

tors Binder
escriptions

ensure members

ople that do not ha
ith "Trophy Conne

eplacements adhe

ember meetings
out the list of tab

enough table # tag
rs like to sit with t

e’ tag numbers re

each table for Bo
assignments 
or to understand 
ble #1 and adjust 

acilitators and ema

one hour before g

ation table ensurin
d table tag numbe
a volunteer or boa
member tent car

ers on any specifi

s of buddies and g

vide to Secretary 
ember badges le
tion for next mee

s that have 

ave a badge and 
ection" 
ering to the 

bles at the 
gs for the dinner
their invited 

eady for 

oard Member & 

how many 
the number of 

ail facilitators 

general 

ng all members 
er 
ard member, to 
rds on 

ic requirements 

guests for the 

for tracking 
eft at the meeting 
eting 

Pag

Duration 

0.5 hrs 

2 hrs 
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Notes 



 

 
 
 

Timeframe 

As 
Required 
for Monthly
Meeting 

As 
Required 

Prior to 
Board 
Meeting 

 

D
ai

ly
 

June-June 
(12 mths) 

  

 

Descriptio

y 
Mentorship P
“Buddies” 

Member Regi
Assistance 

Membership S

 

Manage emai

 

 

n  

rogram & Guest 

stration 

Stats 

il 

Bo

Sub-Task
• Promote 
• Facilitate 

Mentees 
• Facilitate 

who requ
Members
comfortab

• Track gue
use in str
or emailin

• Assist me
• Familiariz

website a
managed

• View emp
connect w
member p

• Prepare a
members
etc.) 

• Provide to

• Accounta
members

• Respond 
Friday) ex

oard of Direct
Job De

the Mentorship P
the Mentorship P
and providing su
member volunte
est one.  Buddies

ship Benefits and 
ble  
ests requesting W
rategic planning e
ng to promote hal
embers with the r
ze yourself with th
and understand h
d as required to as
pty member profil
with those membe
profiles in our dat
a report to presen
ship stats (how m

o President to be

able for managing
ship@womensbus

to all email within
xcept when legitim

tors Binder
escriptions

Program with new
Program by pairin
pport as required
ers to act as a “b
s should be famil
make guests fee

WBN information a
eg. how many bec
lf-year membersh
registration proce
he admin panel o
ow member reco
ssist members 
les on a regular b
ers to explain the
tabase 
nt to the board wi
any members, ne

e included with the

g all email sent to 
sinessnetwork.ne
n 1 business day 
mately unavailab

wer members  
ng Mentors and 
d 
buddy” for guests 
iar with WBN 

el welcome and 

and buddies for 
come member 
hips 
ss when asked 

of the WBN 
ords can be 

basis and 
e value of 

th current 
ew members 

e agenda 
Monthly total

et  
(Monday to 
le  

Daily total

Pag

Duration 

1-3 hrs 

1 hr 

< 1 hr 

6-8 hrs 

<1 hr 

<1 hr 
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Notes 



 
D

R

 

Director at Lar

Required Skil

Timeframe 

A
nn

ua
lly

 

June 

June – July

Early 
August 

Mid-Late 
August 

 

rge 

ls 

Descriptio
WBN Mercha

y Annual 
Budget 

Spotlight 

On-line store 

Spotlight 

n  
ndise Inventory 

maintenance 

Bo

• Ability to 
• Effective 
• Flexibility

organizat
• Ability to f
• Technica

Sub-Task
• Count inv
• Balance c

Identify yearly
• Previous 
• WBN Me
• Member G
• Speaker G

• Get Spotl
• Arrange f

Director t

• Ensure a

• Manage a
• Determin

than spot
• Inform “w

of “Spotlig
Procedur

• Get desc
• Confirm w

Spotlight 
awarding 

 

oard of Direct
Job De

act as a WBN Om
Communication S

y – this role is dyn
tion at a point in t
follow a schedule
l acumen  

ventory in storage
cash receipts & fo

y budget for the d
year’s plan vs. b
rchandise 
Gift 
Gifts (see below)

light application o
for an eBlast with
o solicit applicatio

ll new merchandi

all incoming Spot
e Spotlight hosts
ts a draw must ta

winners” of their da
ght Best Practice
res)  
ription for each a
with Treasurer tha
hostesses has be
spots. 

tors Binder
escriptions

mbudsperson (Se
Skills; diplomacy,
namic and accoun
ime 
e & meet timeline

e locker for year-e
orward profits to T

director’s role.  Co
udget 

) 

on website. 
 the Member Com
ons. 

se is added to th

tlight applications
& schedule; if m

ke place.  
ate to be hostess

es” (found in Polic

nd input on the W
at payment of fee
een made within 

ee Procedures for
, integrity, imparti
ntabilities can cha

es 

end.  
Treasurer. 

onsiderations; 

mmunications 

e on-line store. 

s and questions 
ore requests 

s & forward copy 
cies & 

WBN website.  
es for all 
a few weeks of 

Pag

r Role Guidelines
ial 
ange based on th

Duration 
2 hrs 

1 hr 

2 hrs 

2-3 hrs 

4 hrs 
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s) 

he needs of the 

Notes 

The Treasurer w
facilitate the budg
process with the 
entire board & 
establish 
requirements & 
timeline. 

2012 took extra l
due to new softw
program & produ

ill 
get 

ong 
ware 
uct. 



 
Timeframe 

September 

November 

June – 
June 
(12 Mths) 

Fall & 
Spring 

 

M
on

th
ly

 

1st Wed 

Throughout
the month 

 

Descriptio

Insurance 

Past member 

Support Board

December & J
Meeting Even

 

Member Meet

t Business Spo

n  

r exit survey 

d of Directors 

June Member 
nts 

ting Speaker Gift

otlight 

Bo

Sub-Task
• Check wi

determine
• Once Insu

confirmed
meeting t

 
• Working w

requireme
survey qu

• Compile &
report to 

Per Constituti
1. Supp

as dir
2. To ac

bring 
Code
Direc
existi
other
board

 
• Assist Pro

of the De
decided b

• Arrange f
by the bo
merchand

• 2-3 week
Event per

• Prior to e
content. M
content to
schedulin

oard of Direct
Job De

th current insuran
e requires for RFQ
urance renewal a
d, invite Insurance
to explain policy t

with Membership
ents for a Past M
uestions & results
& email survey to
Board of Director
ion, By-law 6.8; 

port the other Dire
rected by the Pre
ct as Ombudspers
to the board any

e of Conduct. In th
ctor at Large in an
ng Director at La

r board member (
d meeting) to act 

ogram Director w
cember and June
by the board each

for the appropriat
oard for each Spe
dise, etc.)
s prior to the eve
rmit & Liability ins
vent, contact spo
Make suggestions
o Member Comm
ng 

tors Binder
escriptions

nce provider & Pr
Q before Novemb
arrangements hav
e Broker to come
to all board memb

p Director, determ
ember Exit Surve

s from previous ye
o past members. T
rs meeting for con

ectors, and the Bo
esident.  
son(s) for the me

y questions pertai
he event there is 
ny given members
rge will work alon
to be determined
as co-Ombudspe

with the planning a
e Member Meetin
h year 

te ‘Thank You’ tok
eaker (i.e. card, g

ent, obtain approp
surance copies fr
otlight host to con
s as appropriate. 

munications Direct

resident to 
ber renewal 
ve been 
e to a board 
bers 

mine 
ey comparing 
ears 
Take results & 
nsideration. 

oard as a whole, 

embership and to 
ning to the WBN 
only one 
ship year the 
ng with one 
d at the August 
erson 

and coordination 
ng events as 

Annual total
ken as approved 
ift, branded 

priate Special 
rom the host. 
firm eBlast 
Provide eBlast 

tor for 

Pag

Duration 

1 hr 

3 hrs 

As Req’d 

5-10 hrs 

20-26 hrs 

1 hrs 

2-3 hrs 
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Notes 



 

 
 

Timeframe 

 

D
ai

ly
 

June-June 
(12 mths) 

 

 

Descriptio

 

Manage emai

 

 

n  

il 

Bo

Sub-Task
• At the eve
• Follow-up

success.
• Remind n

on the me
Check to 
encourag

• Following
Director w
Monthly N

• Attend ea
 

• Accounta
director@

• Respond 
Friday) ex

oard of Direct
Job De

ent, Thank Spotli
p call with the hos

next month’s Spo
embers’ site right
see if they want 

ge attendance 
g each Spotlight, 
with a written repo
Newsletter 
ach Spotlight Eve

able for managing
@womensbusines

to all email within
xcept when legitim

tors Binder
escriptions

ght hostess publi
stess to evaluate 

tlight Host their c
t after this month’
any changes mad

provide the Comm
ort which she will

ent 

g all email sent to 
ssnetwork.net  
n 1 business day 
mately unavailab

ically. 
the event’s 

copy will be live 
s Spotlight. 
de –to 

munications 
 include in the 

Monthly total

(Monday to 
le  

Daily total

Pag

Duration 

3-4 hrs 

<1 hr 

<1 hr 
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Notes 



 
M

R

 

Member Comm

Required Skil

Timeframe 

A
nn

ua
l 

June-July 

 

M August – 

 

munications (I

ls 

Descriptio

Annual 
Budget 

Newsletter Bu

 
Produce New
 

Internal) Direc

n  

usiness Card Ads

wsletter 

Bo

ctor 
• Experienc

Comfort w
• Proof rea
• Ability to 
• Technica

Sub-Task
Identify yearly
• Publicatio
• Revenue 
• Technica

newslette
• Receiving
• Pro-rate a

s 

• Develop p
• Promote 

newslette
members

• Enter ads
• Manage a
• Confirm a

maintain 
• Answer q
• Enter pur

eblast an
• Ensure pa

Collect Conte
• Speaker 

oard of Direct
Job De

ce and expertise 
writing newsletter
ading and attentio
meet timelines 
l acumen  

y budget for the d
on tool(s) associa
from ads 
l development re

er if applicable 
g payments and c
ads in store each

pricing structure f
all newsletter ad 

ers and eBlasts to
ship 
s into the WBN on
all inquiries 
all ads on a first c
a waiting list for e

questions about a
rchased ads into a
d link to website 
ayment of ads  p

ent; 
information from 

tors Binder
escriptions

using newsletter 
r content 
on to detail 

director’s role.  Co
ated cost 

quired to support

communicating w
 month (ongoing)

for ads 
opportunities thro

o current and prev

nline store 

come first served 
extras 
ads   
appropriate news
(check each mon
rior to publishing

website 

software (prefera

onsiderations; 

t changes to 

with treasurer 
) 

ough 
vious years 

basis and 

sletter and 
nth) 

Annual total

Pag

ably Constant Co

Duration 

2-3  hr 

15  hrs 

17-18 hrs 

6-8 hrs 
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ontact) is an asset

Notes 

The Treasurer w
facilitate the budg
process with the 
entire board and 
establish 
requirements and
timeline. 

t 

ill 
get 

d 



 
Timeframe 

June  

August – 
June 

 

Descriptio
Publish on th
or Friday of e
after each bo

Mail List 

n  
he 3rd Thursday
every month 
oard meeting 

Bo

Sub-Task
• President
• Member n

website a
• Door Priz

WBN pro
• Editorial –
• “What’s N

monthly a
write/prov

• Collect “n
• Collect “p

Large 
• Additiona
• Write Bus
• Collect po
• Add socia
• Collect ne

link to WB
 
Layout Newsl
• Layout al

branding
Have each ne
members and

Mailing 
• Uploa

webs
corpo

• Send
mem
news

• Enter
 

oard of Direct
Job De

t’s Message 
news and commu
and link to the me
ze Donor list from
file 
– whenever contr
New from your Bo
at board meeting 
vide 
next months” Spo
past months” Spo

al content – pictur
siness Tips sectio
oll ideas and crea
al media links 
ew member lists f
BN profile 

letter 
l content in news

ewsletter reviewe
d President before

ad and manage th
site and newslette
orate alternates 
d newsletter to all 
bers in August an

sletter and WBN p
r schedule for ma

tors Binder
escriptions

unity events as ca
ember’s website 
 Program Directo

ributed by a mem
oard” – ask board
for topic and who

otlight information 
otlight information 

res, quotes  video
on 
ate a new poll eac

from Membership

sletter using curre

ed, edited and app
e sending to mem

he mailing list – li
er – including mem

current members
nd September) - f
policies 
ailings into the Bo

aptured on 

or and link to 

mber 
d members 
o will 

from website 
from Director at 

os etc. 

ch month 

p Director and 

ent WBN 

proved by board 
mbership  

inking between 
mbers and 

s (and past 
following all 

oard calendar 

Pag

Duration 

<1 hr 
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Notes 

Plan for 2-3 hour
initial set up 

rs for 



 

 
e
•
•

e
 
W
E

F

Timeframe 

June-June 
(12 mths) 

  

D
ai

ly
 

June-June 
(12 mths) 

  

eBlast Best P
• It is recomme
• Limit Member

o No m
o No m
o Avoid

 
eBlast Sched

When 
Early August 

Friday After all M

 

Descriptio

Member eBla

 

Manage emai

 

Practices   
ended that eBlast
r eBlasts to; 

more than one per
more than 3 per w
d duplication with

ule   

ember Meetings 

n  

sts 

il 

ts are scheduled f

r day 
week 

 RSVP eBlasts se

Title 
Call for Busin

WBN Membe

Bo

Sub-Task
• Write req

(below) 
• Collect in
• Schedule

• Accounta
newslette

• Respond 
Friday) ex

• Forward e

for 10am or 2 pm

ent by Secretary

ess Spotlight Hos

r News 

oard of Direct
Job De

uired content follo

formation from P
e eBlasts per reco

able for managing
er@womensbusin

to all email within
xcept when legitim
email to another 

m 

Descrip
sts Working w

Large, arr
communic
Spotlight a
A general
to remind 
events, sp

tors Binder
escriptions

owing recommen

Program, Directors
ommended sched

g all email sent to 
nessnetwork.net 
n 1 business day 
mately unavailab
board member w

ption 
with the Director(s
range for a Memb
cation soliciting B
applications 
 communication m
members of imp

peakers, deadline

nded templates 

s at Large 
dule (below) 

Monthly total

(Monday to 
le  

when necessary 
Daily total

Temp
s) at 
ber only 
Business 

• To
wo
La

meant 
ortant 
es etc. 

• Re
• Th
• In
• M

ap
• Re

ne

Pag

Duration 

 5-6 hrs 

12-15 hrs 

<1 hr 

<1 hr 

plate 
o be determined w
orking with Direct
arge 

ecap of previous 
hank volunteers
troduce next mon
ember Opportun
pplicable (e.g. vo
e-post the Poll fro
ewsletter 
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Notes 

while 
tor(s) at 

Speaker 

nths events 
ities if 
lunteer) 
om the 



 
M

W

3
M
T
w
d

M

A

 

Monday Before S

Wednesday of Sp

3 and 2 Weeks P
Meeting 
Typically Tuesday
work with Program
determine need 

March and April A

Additional eBlasts

 

Spotlight 

potlight Event 

rior to Member 

y or Friday 
m Director to 

As Required 

s as Required 

WBN Busines

WBN Busines
TONIGHT 

Exhibitor Tab

Annual Gener

Varies 

Bo

ss Spotlight 

ss Spotlight 

les 

ral Meeting 

oard of Direct
Job De

Content to
at Large w
Spotlight h

Use same
Spotlight e
Changing
Call for ex

Working w
content an
If Constitu
being mad
proposed 
days prior
eBlasts ar
and comm
Membersh
determine
already sc
Work with
develop c
required f

tors Binder
escriptions

o be provided by 
who obtains from 
hostess 

e content as Mon
eBlast 
 the date 

xhibitor tables  

with President det
nd schedule for e
utional Changes a
de, communicatio
changes is requi

r AGM 
re used as a mar
munication tool to
hip and the board
e a need above w
chedule. 
h board members
content and sched
following best pra

Director • Us
on

• Ad
• Re

fro
• C
• Re

La
• Ad

day • Sa

• To
wo

• Li
th
to

• Ad
termine 

eBlasts 
are 
on of 
ired 60 

• To
wo

keting 
 our 

d may 
what is 

 to 
dule as 
actices 

• To

Pag

se information as
n the website  
dd map to locatio
eceive and place
om host 
reate a RSVP lin
eport numbers to
arge 
dd an image if av
ame as above 

o be determined w
orking with Progr
st people who ha
e previous month

o their WBN profile
dd an image if av
o be determined w
orking with Presid

o be determined a
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s included 

on 
e banner ad 

k (a poll) 
o Director at 

vailable 

while 
ram Director 
ad a table 
h with a link 
e page 

vailable 
while 
dent 

as required 



 
E

R

 

External Comm

Required Skil

Timeframe 

A
nn

ua
l 

June-July 

 

munications (P

ls 

Descriptio

Brochure / Ra

Miscellaneous
Marketing Re

Develop a Ma
& Plan 

Publicity) Direc

n  

ack Card Review

s Design & 
quirements 

arketing Strategy 

Bo

ctor 
• Ability to w
• Effective 
• Act as the
• Experienc
• Well vers
• Ability to f
• Technica
• Constant 
• Able to re

continuou

Sub-Task
• Working w

card for a
improvem

• Determin
• Ensure th

cards to u
communi

• Publish/u

• Occasion
events th

• Examples
Prosperity
meetings
events/gif

• Develop a
marketing

• Plan can 

oard of Direct
Job De

write content rep
Communication S
e Public Relations
ce in external ma

sed and expert in 
follow a schedule
l acumen  
Contact expert 

eview, understand
usly improve Onli

with the Members
accuracy and mak
ment if required 
e current invento

hat all board mem
use at their discre
ty 
pdate on website

nally design & prin
at the WBN is inv
s include WBN M
y Show, Board M
, marketing mate
fts etc. 

a media plan incl
g is to occur throu
be flexible throug

tors Binder
escriptions

resenting the WB
Skills, oral and w
s Office represen

arketing an asset
Social Media inc

e and meet timelin

d and present So
ne Engagement t

ship Director,revi
ke recommendati

ory and if a re-ord
mbers have an inv
etion to promote t

e as appropriate

nt table tents, car
volved in.   

Member tent cards
Member Tent Card
erial for any WBN 

uding ‘who, how,
ughout the year (
ghout the year 

BN in a profession
ritten 

nting the WBN 

luding Facebook
nes 

cial Media & Web
to meet our WBN

ew existing rack 
ions for 

er is required 
ventory of rack 
the WBN in the 

rds etc. for other 

s for Chamber 
ds for general 
sponsored 

 where, when’ 
print, radio, etc.)

Pag

nal manner 

, Twitter & YouTu

bsite Measures w
N Goals 

Duration 

1 hr 

2-6 hrs 

2-4 hrs 
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ube 

with the intent to 

Notes 



 
Timeframe 

August 1st –
15th 

July & 
August 

June – 
June  
(12 mths) 
 

M
on

th
ly

 

June-June 
(12 mnths) 

 

Descriptio

Annual 
Budget 

– Promote Early

Business Adv
Coverage 

Act as Public 

 

Execute Mark

Social Media 

n  

y Bird Cutoff Date

vantage Magazine

Relations Officer

keting Plan 

Bo

Sub-Task
• Include S
• Consider

Business 
and Pete

Identify yearly
• Previous 
• Contra Ag
• Marketing
• Solicit va
• Brochure 

e • Develop &
encourag

e 

• Working w
Advantag

• Considera
o A
o P
o L

r 
Per Constituti
“Act as the Pu
and promote 

• Execute o
• Adjust pla
• Update b
• President

approve a
• Act as the
• Adhere to

oard of Direct
Job De

Social Media and 
Contra Agreeme
Advantage Maga

rborough Today c

y budget for the d
year’s plan vs. b
greements (i.e. C
g Plan and costs 
rious media outle
&/or Tent Card R

& execute a com
ge Early Bird Reg

with President, fu
ge Magazine cove
ations; 

Author and key co
Photo’s 
Layout 
ion, By-law 6.3.2;
ublic Relations O
the welfare of the

on Marketing plan
an as required 
oard monthly on 
t, Vice President 
all final copy befo
e primary social m
o the established 

tors Binder
escriptions

Press Release P
ents (i.e. Chambe
azine coverage in
coverage in Nove

director’s role.  Co
udget 

Chamber of Comm
associated to ma

ets for rates & dea
Requirements (se

munication/marke
istration prior to c

ulfill requirements
erage 

ontent 

; 
fficer to advance 

e Network” 

n as established 

marketing plan 
or Past Presiden

ore publication  
media publisher fo
WBN Social Med

Plans 
er of Commerce), 
n September 
ember 

onsiderations; 

merce) 
arketing 
als 
ee above) 

eting strategy to 
cutoff date. 

 for Business 

the interests 

Annual total
in July 

t to review and 

or the WBN 
dia Policy 

Pag

Duration 

1 hr 

2 hrs 

 1 hrs 

As Req’d 

9-16 hrs 

1 hrs 

3 hrs 
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Notes 

The Treasurer w
facilitate the budg
process with the 
entire board and 
establish 
requirements and
timeline. 

ill 
get 

d 



 
Timeframe 

 

Descriptio

Press Releas

Website Hom

n  

es 

e Page Updates

Bo

Sub-Task
• President

have acce
accounta
password

• Buy and M
help sell o
Procurem
Constituti

• Promote 
• Celebrate
• Post usin
• Bring the 
• WBN Soc

o T
o F
o L

• Write all c
• Consider 

o P

o P

o P

• Distribute
use recom

• Upload a
Update home

oard of Direct
Job De

t and Member Co
ess to all Social M
ble for login ids &

ds with new board
Manage appropri
out our monthly e

ment Policy and B
ion 
upcoming events
e during Members
g our WBN Keyw
Measures to eac

cial Media include
Twitter (@wbnptb
Facebook (/wbnpt
LinkedIn Group 
content 
the following thro

Public Service An
 One mont
 Upcoming

time and l
Press Advisory 

 10 days in
 Speaker i

location 
Press Release 

 Using the 
suggested

e to all media outl
mmended media 
ll press releases 

e page as approp

tors Binder
escriptions

ommunictions Dir
Media sites and w
& passwords inclu
d members 
ate & approved F

events, adhering t
By-Law 10 in the W

s 
s’ meetings 

words 
ch of our Board M
es; 
o) 
tbo) 

oughout the year
nouncements; 
th in advance 
g speaker informa
location 

n advance of spea
nformation with d

recommended s
d content (below)
ets in the Peterbo
below 
to the WBN webs
riate; 

rector will also 
will be 
uding resetting 

Facebook Ads to 
to the WBN 
WBN 

Meetings 

; 

ation with date, 

aker event 
date, time and 

chedule and 
) 
orough area – 

site 

Pag

Duration 

1 hr 

1 hr 
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P
•
•
•
 

Timeframe 

September 
– June 

June – 
June (12 
months) 
June – 
June (12 
months) 
 

D
ai

ly
 

June-June 
(12 mths) 

  

Press Release
• Send Press R
• Do not give to
• Include text, i

 

Descriptio

Photos 

eNewsLetter 

YouTube Cha
Management 

 

Manage emai

 

e Best Practic
Releases out 10 d
oo much away (i.
images and video

 

n  

annel 
and Material 

il 

ces    
days in advance t
e. don’t tell the fu
o whenever possi

Bo

Sub-Task
• Holiday G
• Dragon B
• Big name
• Take pho

camera o
• Publish o

each eve
• External e
• Help Mem

and Ad p
• Coordina
• Materials 

external e

• Accounta
publicity@

• Respond 
Friday) ex

to allow media am
ull story) so as to 
ible. 

oard of Direct
Job De

Gala & Auction 
Boat before & afte
e speakers or eve
otos at all WBN M
or a personal cam
on WBN Faceboo
nt 
eNewsletter  
mber Communica
rogram 
te materials for o
to be repurposed

eNewsletters, for 

able for managing
@womensbusines

to all email within
xcept when legitim

mple time to sche
entice media pre

tors Binder
escriptions

er 
ents 
Member events us
mera of choice 

k page within 1 b

ations Director wit

our WBN YouTube
d as required for 
Social Media and

g all email sent to 
ssnetwork.net  
n 1 business day 
mately unavailab

edule attendance
esence for photo a

sing the WBN 

business day of 

th eNewsletter 

e Channel.   
the internal and 
d the website. 

Monthly total

(Monday to 
le  

Daily total

and interview opp

Pag

Duration 

1 hr 

1 hr 

3 hr 

11  hrs 

<1 hr 

<1 hr 

portunities 
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P
W
B
K
S

B
H
&

B
J
M
M

• Press Rele
Peterborough

• Peterborough
• SNAP 
• KawarthaNow

(EDITOR@ka

 
Press Release
When T
Before Each 
Key Note 
Speaker 

W
W

Before 
Holiday Gala 
& Auction 

W
H
A
C

Before 
January 
Member 
Meeting 

W
C
Y
S

 

ease Media Li
h Examiner 
h This Week 

w.com 
awarthanow.com

e Schedule  
Title 
Women’s Busines
Welcomes <keyno

Women’s Busines
Hosts <x> Annual
Auction in support
Crossroad’s Wom

Women’s Busines
Cheque Presentat
YWCA’s Crossroa
Shelter 

st  

)  

•
•
•
•
•

ss Network 
ote speaker> 

ss Network 
 Holiday 
t of 

men’s Shelter 

ss Network 
tion to 

ads Women’s 

Bo

 myKawartha.c
 CHEX TV 
 Cogeco 
 Radio Station
 Trent Univers

Description
Raise awarenes
about who the W
our community.

Raise awarenes
community givin
support of YWCA
Women’s Shelte

To announce the
location of the ch
to YWCA for pho
opportunities 

oard of Direct
Job De

com 

s (4 major station
ity 

s and excitement
WBN is hosting in 

s about WBN’s 
g and continued 
A’s Crossroad’s 

er 

e date, time, 
heque presentatio
oto & interview 

tors Binder
escriptions

ns) 

•
•
•
•
 

Suggeste
t • Date, T

• Keynot
• Best tim

keynote
• Contac

numbe
email 

• Date, T
• Purpos
• Exciting
• Best tim
• Contac

numbe
email 

on 
• Date, T
• Backgr

Crossro
• A summ
• Note:  

event to
• Best tim
• Contac

phone 
preside

Fleming Colleg
PTBO_Canad
Chamber 
GPAEDC 

ed Content 
Time, Location 
e speaker bio,ph

me for media pho
e has agreed to in

ct information; Pro
r and program@w

Time, Location 
se of the Event 
g Live Auction Ite
me for media pho
ct information; Pro
r and program@w

Time & location of
round on WBN’s c
oad’s Shelter 
mary of the event
Do not include to
o encourage med
me for media pho
ct information; Pre
number and 

ent@womensbus

Pag

ge 
a 

oto, & video 
otos &/or interview
nterviews) 
ogram Director na
womensbusiness

ems 
otos &/or interview
ogram Director na
womensbusiness

f Cheque present
contribution to YW

t held in Decembe
otal dollar amount
dia presence at e
otos &/or interview
esident Director n

inessnetwrok.net
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ws (only if 

ame, phone 
snetwrok.net 

ws  
ame, phone 
snetwrok.net 

tation 
WCA’s 

er 
t until after 
vent 

ws  
name, 

t email 



 
W
A
M
M

B
M
M

A
M
M

 
 

When T
After January 
Member 
Meeting 

W
R
C

Before May 
Member 
Meeting 

W
A
y

After May 
Member 
Meeting 

<
B
th

 

Title 
Women’s Busines
Raises <$x> for Y
Crossroads Wome

Women’s Busines
Announce their Me
year 

<Name> Wins Wo
Business Network
he Year 

 

ss Network 
YWCA’s 
en’s Shelter 

ss Network to 
ember of the 

omen’s 
k Member of 

Bo

Description
To announce the
the cheque pres
the previous nigh

To announce the
location that the 
the Year will be 

To announce the
the Year Winner

oard of Direct
Job De

e dollars raise an
entation to YWCA
ht  

e date, time and 
WBN Member of
named 

e WBN Member o
r 

tors Binder
escriptions

Suggeste
d 
A 

• Same a
Cheque

• Photo’s
• Include

made to

f 
• Date, T
• Backgr

nomina
• Best tim
• Contac

phone 
preside

of • Same a
of the a

• Photo’s
• Contac

phone 
preside

ed Content 
as above, but ann
e presentation wa
s  
e the total contribu
o the Crossroads

Time & location of
round and details 
ation process 
me for media pho
ct information; Pre
number and 

ent@womensbus
as above but upd
award 
s 
ct information; Pre
number and 

ent@womensbus

Pag

nouncing how mu
as for 

ution to date the W
s Shelter 
f Announcement
of the award and

otos &/or interview
esident Director n

inessnetwrok.net
ated to announce

esident Director n

inessnetwrok.net
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uch the 

WBN has 

d the 

ws  
name, 

t email 
e the winner 

name, 

t email 



 
S

R

 

Social Director

Required Skil

Timeframe 

A
nn

ua
l 

July 

August 

September 

October 

 

r 

ls 

Descriptio

Annual 
Budget 

Event Plannin

December Ev

December Ev

n  

ng 

vent  

vent 

Bo

• Large eve
• Ability to 

priorities 
• Ability to 

budget 
• Ability to 
• Technica

Sub-Task
Identify yearly
• Number o
• Nature an
• Strategic 
• Location 

at the Ho
• Scout pot
• Start work
• Have list(

&/or appr
• Secure ve

o In
• Start to fo
• If doing a

o s
o m

re
• See Proc
• Working w

Commun
and sche
releases, 

• Secure e

oard of Direct
Job De

ent planning expe
lead a team of vo

source and nego

meet timelines 
l acumen  

y budget for the d
of events through
nd scope of each 
Planning session
of each event (lia
liday Inn) 
tential venues for
k with Program D
(s) ready for Augu
roval 
enue for event 
nform Treasurer o
orm volunteer sup
n Auction; 

secure auction ite
meet with YWCA t
esponsibilities 

cedures for additio
with Member Com
ications directors
dule (website, ne
etc.) 

ntertainment, any

tors Binder
escriptions

erience an asset
olunteers to coord

otiate various sup

director’s role.  Co
h the year 

event 
n outcomes 
aise with Presiden

r December Even
Director for June S
ust board meeting

of any deposits re
pport team from M

m drop off locatio
to determine role

onal information
mmunications & E
s prepare commu
ewsletter, social m

y technical needs

dinate tasks and d

pliers required to 

onsiderations; 

nt for any event 

nt 
Speaker 
g discussion 

equired 
Membership 

ons 
es and 

External 
nication content 

media, press 

s and décor 

Pag

deadlines with m

make events suc

Duration 

2 hrs 

2.5 hrs 

2 hrs 

3.5 hrs 
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ultiple and dynam

ccessful and on 

Notes 
The Treasurer w
facilitate the budg
process with the 
entire board and 
establish 
requirements and
timeline. 

mic 

ill 
get 
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Timeframe 

November 

December 

January 

February 

March 

April 

 

Descriptio

December Ev

December Ev

December Ev

Event Plannin

June Event  

June Event 

n  

vent 

vent 

vent Wrap Up 

ng 

Bo

Sub-Task
needs 

• Confer w
due dates

• Working w
and dieta

• Work with
• Ensure al

submitted
• Working w

print mate
• Host even

plan 
• Thank vo
• Working w

wrap up f
• See Proc
• Work with

preparatio
• Working w

Commun
approach
presentat

• If hosting 
to YWCA

• Scout pot
• Working w
• Have list(

&/or appr
• Secure ve

o In
• Start to fo

necessar
• Working w

Commun

oard of Direct
Job De

ith volunteer supp
s 
with Secretary, co

ary needs/restricti
h other Directors 
ll supplies require
d to Treasurer 
with External Com
erials for event 
nt and oversee ac

olunteers/sponsor
with Treasurer, ev
financials 
cedures for Auctio
h Treasurer to de
on for announcem
with External Com
ications Directors

h for announcing p
tion  
an auction, comp

A for charitable tax
tential venues for
with Program Dire
(s) ready for Febr
roval 
enue for event 
nform Treasurer o
orm volunteer sup
ry 
with Member Com
ications and Prog

tors Binder
escriptions

port team on upc

onfirm final numb
ons 
on roles for the d
ed are purchased

mmunications Dir

ctivity to ensure a

rs/suppliers etc. 
vent suppliers, YW

on Prep Notes 
termine financial 

ment 
mmunications and
s as well as Presi
proceeds and che

pile and deliver a
x receipts  
r June Event 
ector, determine 
ruary board meet

of any deposits re
pport team from M

mmunications, Ex
gram directors pre

oming tasks and 

bers of attendees 

day of the event 
d and receipts 

rector, finalize all 

adherence to 

WCA etc. to 

totals in 

d Internal 
ident, determine 
eque 

all auction sheets 

event details 
ing discussion 

equired 
Membership if 

xternal 
epare 

Pag

Duration 

6-8 hrs 

10-15 hrs 

2 hrs 

2.5 hrs 

2 hrs 

3.5 hrs 
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Timeframe 

May 

June 

 

D
ai

ly
 

June-June 
(12 mths) 

  

 

Descriptio

June Event 

Succession P

 

Manage emai

 

 

n  

Planning 

il 

Bo

Sub-Task
communi
social me

• Secure e
needs 

• Confer w
due dates

• Working w
and dieta

• Ensure al
submitted

• If outgoin
documen
Past-Pres

• Review a

• Accounta
social@w

• Respond 
Friday) ex

oard of Direct
Job De

cation content an
edia, press releas
ntertainment, any

ith volunteer supp
s 
with Secretary, co

ary needs/restricti
ll supplies require
d to Treasurer 
g from role, ensu
ted and updated 
sident) 
ll procedures and

able for managing
womensbusinessn

to all email within
xcept when legitim

tors Binder
escriptions

nd schedule (web
ses, etc.) 
y technical needs

port team on upc

onfirm final numb
ons 
ed are purchased

ure all procedures
in board binder (

d train incoming S

g all email sent to 
network.net  
n 1 business day 
mately unavailab

bsite, newsletter, 

s and décor 

oming tasks and 

bers of attendees 

d and receipts 

s are well 
working with 

Social Director 
Annual total

(Monday to 
le  

Daily total

Pag

Duration 

1-3 hrs 

1-3 hrs 

38-50 hrs 

<1 hr 

<1 hr 
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S

R

 

Strategic Plann

Required Skil

Timeframe 

A
nn

ua
l 

June-July 

June 

July-Augus

 

ning Director 

ls 

Descriptio

Yearly Assess

Succession P
Development 
Planning Proc

t 
Annual 
Budget 

n  

sment 

Planning / 
of Strategic 

cess  

Bo

• Ability to 
• Technica
• Strong or

priorities
• Proven S

o A
o A
o B

fo
• Facilitatio

‘retreats’

Sub-Task
Working with 
worksheets’ a
the situation f

Using what ha
Planning Dire
person in role
including doc
to date.  Cons
• Yearly As
• Board Re
• Presentat

approach

Identify yearly
• Strategic 

oard of Direct
Job De

meet timelines 
l acumen  
rganizational skills

Strategic Planning
Assess current lan
Ability to develop, 
Be a visionary with
or all decision ma
on Leadership – a

the previous yea
and the results fro
for the year.  

as been develope
ectors, create a st
e (binder) or for yo
umenting all reso
siderations; 
ssessment (above
etreats – how man
tions or updates t

h 

y budget for the d
Planning ‘Retrea

tors Binder
escriptions

s – ability to be fl

g experience; 
ndscape (market 
implement and t

h focus on WBN 
aking 
accountable to lea

ar’s ‘strategic obje
om the annual SP

ed from previous 
tep-by-step proce
ourself as incumb
ource material an

e) 
ny & timing 
to the board – fre

director’s role.  Co
ats’  

exible in an ever-

research interna
rack progress of 
Vision & Mission 

ad the board thro

ectives & tactics 
P day, assess 

Strategic 
ess for the next 
bent to the role 
d process used 

equency & 

onsiderations; 

Pag

-changing environ

lly & externally) 
a Strategic Plan f
Statements as th

ough 1-2 facilitate

Duration 

5 hrs 

10 hrs 

1 hr 
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nment with shiftin

for the WBN 
he guiding princip

d strategic planni

Notes 

The Treasurer w
facilitate the budg
process with the 
entire board and 
establish 
requirements and
timeline. 

ng 

ple 

ing 

ill 
get 

d 



 
Timeframe 

December-
January 

March 

June 
(end of 
year) 

 

 

Descriptio

2nd Annual Pla

Member Surv

Board Retrea
Session 

Board Retrea
Session Resu

 

n  

anning Session 

vey 

t/Annual Planning

t/Annual Planning
ults 

Bo

Sub-Task
• Plan and 

January
• Facilitate 

o E
o A

is
o E

a
Using previou
set up survey
with member 
final report, p
Use to assist 
Planning Retr

g 

Working with 
Board session
members to r
• Identity o
• Create ag
• Book date
• Commun
• Info gathe
• Develop a
• Develop P

session 
Plan & facilita

g 

Do follow up w
binder and ob
• Update th

model) (1
• Complete

model) 

oard of Direct
Job De

schedule 2nd pla

the planning day
Existing plan & res
Adjustments to the
ssues/items arisin
Establish a proces
and focus areas fo
us year’s survey a
y, send out to mem
questions, close 
resent to board.
with formulating 
reat 

President and Vi
n with both the cu
review activities a
bjective 
genda 
e & location 
icate with board a
ering survey of bo
activities, exercis
PowerPoint &/or 

ate Board Retreat

work to session (
bjectives list, iden
he ‘SP Objectives
5-24 objectives)

e the ‘ST tactics w

tors Binder
escriptions

nning day with th

y and consider; 
sults 
e plan based on n
ng, changes in W
ss to establish str
or the board 
as a model, prepa
mbership, monito
survey, tabulate 

agenda for June 

ice-President, pla
urrent and incomi
and plan for the fu

about session 
oard 

ses, and/or works
other material req

t 

tabulate results, 
ntify new initiative
s worksheet’ (step

worksheet’ (steps

e board for 

new 
WBN priority, etc.

rategic priorities 

are questions, 
or results, help 
results, prepare 

Strategic 

an for the annual 
ing board 
uture: 

heets needed 
quired for 

update SP 
s)  
ps 2-3 of the SP 

s 4-5 of the SP 

Annual total

Pag

Duration 

8 hrs 

10-12 hrs 

10-15 hrs 

4-6 hrs 

48-57 hrs 
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Timeframe 
M

on
th

ly
 

June-June 
(12 mths) 

June-June 
(12 mths) 

  

D
ai

ly
 

June-June 
(12 mths) 

  

 

Descriptio

Collection of S

Board Meetin

 

Manage emai

 

n  

Strategic Issues

g Preparation 

il 

Bo

Sub-Task
From all sour

• Board
• Mem
• Mem
• Comp

Identify any a
Sort the issue
the current ye
next Annual P

• Prepare a
results ar
the Strate

• Prepare a
President

• Accounta
strategic@

• Respond 
Friday) ex

oard of Direct
Job De

ces: 
d meetings 
ber feedback 
ber surveys 
plaints (ombudsm

and all issues that
es by category. Id
ear’s plan, if not c
Planning Day. 

an itemized list fo
re tracking agains
egic Planning Pro
a summary report
t prior to each bo

able for managing
@womensbusine
to all email within

xcept when legitim

tors Binder
escriptions

men)  
t are, or could, aff
dentify if urgent en
collect for assessm

or each board me
st what was comm
ocess 
t for all areas of t
ard meeting 

g all email sent to 
ssnetwork.net  
n 1 business day 
mately unavailab

ffect the WBN.  
nough to impact 
ment for the 

mber of how 
mitted to during 

he plan for the 

Monthly total

(Monday to 
le  

Daily total

Pag

Duration 

4-5 hours 

4 hours 

 8-9 hrs 

<1 hr 

<1 hr 
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