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AAUW Mission:  To advance gender equity for women and girls 
through research, education, and advocacy. 
 
AAUW Vision:  Equity for all. 
 
Values:  Nonpartisan. Fact-based. Principled. Inclusive and 
Intersectional. 
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Introduction 
 

The intention of this guide is to provide tips to improve program and 
speaker availability in branches of all sizes. Whether your branch is 
small, medium, or large, we hope you will find the information in this 
document to be relevant and scalable to your organization.  
 
Program planning and implementation are activities that require 
collaboration by a group of branch members and are not tasks that a 
single individual charged with coordinating programs should be 

expected to perform solo. Your branch bylaws might outline the basic organizational structure 
of how program planning is conducted in your branch. Some larger branches might have a 
Program Committee with a Committee Chair who also serves as a member of the branch’s 
Board of Directors. Other branches have a Program Vice President (VP). Some branches have 
found that having co-officers works well to share the workload of a particular position and to 
ease newer members into leadership by partnering them with a more experienced member to 
collaborate in the shared position. Co-Program VPs work as a team of two with their larger 
planning groups, which might be a Program Committee, the Board of Directors, or different 
groups of member volunteers solicited to help with each individual planned event. In branches 
that lack a designated program coordinator, the Board might be collectively responsible for 
organizing programs for branch meetings; another option is rotating responsibility for arranging 
monthly programs among branch members. For the purposes of this document, we will use 
“Program VP” to refer to whomever is responsible for coordinating branch programs, but your 
branch might have a different organization structure and use different nomenclature.   
 
Everything a branch does is important to attract new members and keep them engaged. This 
includes branch programming, print and digital communications, presence at community 
events, public policy advocacy efforts, and fundraising and philanthropic projects. Some of 
these activities could also involve programming. The Program VP should develop an 
understanding of the branch members’ interests (consider conducting a survey to determine) 
and select speakers to present programs that align with the AAUW mission.  
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Program VP Job Description 
 
Your branch bylaws may include a few sentences outlining the duties of the Program VP 
position including length of term and term limits. If two members share the responsibilities of 
the position, your bylaws may need to be revised to authorize co-VPs. Some branches stagger 
the terms of co-VPs so that one co-VP has at least a year of experience in the position when the 
second co-VP comes on board. Again, your bylaws should explicitly authorize such an 
arrangement. 
 
Your branch’s Program VP job description should be consistent with any information about the 
position found in your bylaws. Branch officers are volunteers, so make sure your branch job 
descriptions are brief and to the point. You don’t want to intimidate potential volunteers with a 
lengthy job description befitting a full-time position. Resist the temptation to include every task 
with instructions on how to perform it in the job description. Ideally, specific tasks and 
instructions for performing those tasks should be compiled in a separate procedures document. 
 
Template for a Branch Program VP Position Description 
 
This sample job description describes primary position duties common to most branch Program 
VPs. In larger branches, the Program VP might have additional responsibilities such as 
assignments on other committees. Feel free to adapt the template to fit the needs of your 
branch. 
 
Summary of Position:   
 
The Program VP works with branch leaders and members to 
develop and implement programs and other projects that 
promote the AAUW mission – advancing equity for women and 
girls through advocacy, education, philanthropy, and research. 
 
Position Duties: 

 
1. Coordinate a branch program team to help plan and 

implement AAUW mission-based programs and other 
projects; delegate assignments to volunteers on this team. 

2. Ensure that the branch budget reflects branch program 
priorities. 

3. Present all program plans to the branch Board for 
approval. 

4. Collaborate with other branch officers and committees on 
programs reflecting branch priorities such as public policy 
and membership retention and recruitment. 

AAUW-Birmingham member recruitment 
meeting, September 2023 
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5. Work with other local organizations with similar 
missions on joint programs and projects. 

6. Collaborate with the person or committee in your 
branch responsible for publicity and communications 
to develop advertisements, press releases, and social 
media posts for monthly programs.  

7. Arrange meeting place accommodations for monthly 
programs as necessary. 

8. Attend meetings of the branch Board. 
9. Maintain regular contact with your State Program 

VP(s) to receive and share information about AAUW 
and AAUWMI programs.   

 
Time Commitment: 
Approximate time required for this position is four to six 
hours per month. 
 
Attendance at state conventions is encouraged. 

  

AAUW-South Haven held a local candidate forum, 
September 2023 

The Gaylord branch partnered with Zonta to sponsor a student's trip aboard the ship 
Inland Seas, and she made a presentation about her adventure, May 2023 

AAUW-Escanaba and League of Women Voters meet with new Bay 
College President, September 2023 

The Cass City branch sells tickets for its annual 
Ladies Night Out for Charity, April 2024 
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Key Calendar Dates 
 
Recommending interesting programs and informative speakers is 
every member’s job and should happen all year long and not just 
during specified dates on the calendar. Note that this sample 
calendar might not match your branch’s planning cycle, so feel free 
to adapt to meet the needs of your branch.  
 
January-March:  
 

• Work with your branch president to plan annual meeting for bylaw changes and elections.  

• Work in collaboration with the other branch 

committees and help plan and organize events 

such as Equal Pay Day (see AAUW’s Equal Pay Day 

Calendar to determine the current year’s date).  

• Present program plans to your branch board for 

approval.  

• If your branch publishes a newsletter, provide 

upcoming meeting details for the newsletter.  

• Consider having Zoom-only or hybrid meetings 

during the winter in consideration of the weather 

and for the benefit of snowbirds. 

April-June:  
 

• Work with your branch president to schedule speakers and programs for your branch meetings.  

• Work in collaboration with other branch committees 

to help plan and organize events around special 

dates such as Women’s Equality Day in August.  

• Present program plans to your branch board for 

approval.  

• If your branch publishes a newsletter, provide 

upcoming meeting details for the newsletter.  

July-September:  
 

• Develop action plan with incoming branch president to schedule speakers and programs.   

• Work in collaboration with the other branch committees to help plan and organize events such 

as a holiday dinner, scholarship award celebration, or other special event. 

• Present program plans to your branch board for approval. 

• If your branch publishes a newsletter, provide upcoming meeting details for the newsletter.  

  

AAUW-Dearborn held a Cabin Fever/Craft Event, February 2024 

AAUW-Big Rapids visited the Little River Schoolhouse, built to 
educate Black and Native American children, June 2023 

https://www.aauw.org/resources/article/equal-pay-day-calendar/
https://www.aauw.org/resources/article/equal-pay-day-calendar/
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October-December:  
 

• Work with your branch president to schedule speakers and programs for your branch meetings.  

• Work in collaboration with the other branch 

committees and help plan and organize events 

such as Black History Month in February and 

Women’s History Month in March.  

• Present program plans to your branch board for 

approval.  

• If your branch publishes a newsletter, provide 

upcoming meeting details for the newsletter.  

  
AAUW-Midland program on growing up in the Jim 
Crow South, Black History Month, February 2024 

The Marquette branch partnered with the Voters Not Politicians 
Education Fund to host Democracy Academy, September 2023 

AAUW-Big Rapids visited the Museum of Sexist Objects at Ferris 
State University, November 2023 

The Rochester branch invited other branches to a program about 
Michigan Abolitionist Eliza Seaman Leggett, March 2024 

The Plymouth-Canton branch held a "Heritage Potluck," November 2023 

Northville-Novi branch held a Potential New 
Member Reception, April 2023 
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Places to Find Programs and Speakers (In-Person or Virtual)  
 

1. Library Director  

2. Historical Society or Museum Curator  

3. City or Township Council or Board President  

4. School Board Superintendent  

5. Legislators in your District or State  

6. High School Technology or Engineering 

Instructors  

7. Community College or University 

a. Women’s Studies Program 

b. Public Policy or Political Science 

Department  

c. STEM Faculty  

8. Women’s Non-Profit Organizations  

9. National Conference for College Women Student Leaders (NCCWSL) Attendees  

10. Scholarship Recipients  

11. STEM Presenters  

12. Local Women Business Owners  

13. Chamber of Commerce President  

14. Police or Fire Department Chief 

15. AAUW of Michigan State Board Members  

16. AAUW of Michigan Government Relations 

Coordinator (Mary Pollock) 

17. Book Authors 

18. Request a speaker from AAUW National 

19. Invite an AAUW Fellow to speak 

20. Media Reporters (TV or Newspaper)  

21. Hospital Community Outreach Director  

22. Women’s Health Counselor  

23. Mental Health Counselor  

24. Women’s Finance Counselor 

25. Veterans Organization  

26. Mothers Against Drunk Driving/Students 

Against Drunk Driving  

27. League of Women Voters / Other local 

election officials or groups  

28. AAUW Webinars (includes archived 

webinars) 

  

AAUW-Big Rapids invited the executive director of a women's shelter 
to speak, October 2023 

The Wyandotte-Downriver branch held a Scaveng-HER Quest with 
women-owned businesses, Women's History Month, March 2024 

https://www.aauw.org/resources/events/nccwsl/
https://aauwmi.org/state-board-leadership/
https://www.aauwmi.org/wp-content/uploads/2020/09/Mary-Pollock-2.pdf
https://www.aauwmi.org/wp-content/uploads/2020/09/Mary-Pollock-2.pdf
https://www.aauw.org/resources/member/governance-tools/state-branch/request-a-speaker/
https://www.aauw.org/resources/programs/fellowships-grants/directory-of-recipients-sponsors/
https://www.aauw.org/resources/programs/webinars/
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29. Girl Scout Leaders  

30. Salvation Army or Red Cross  

31. Legal Aid Office 

AAUW-Traverse City held a Zoom program with author and 2016-17 
AAUW American Fellow, Dr. Keisha Blain, March 2024 

The Iron Mountain/Kingsford branch invited other UP branches to a 
Zoom program about the U of M UP Scholars Program, February 
2024 

An AAUW-Birmingham luncheon featured a 
speaker from a local non-profit, April 2024 

Debbie Dingell was a guest at Wyandotte-
Downriver branch's 90th anniversary 
celebration, September 2022 
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