
Our Mission Statement Hingham Women’s Club is an organization of women that serves the Hingham
and South Shore communities, providing charitable giving, direct community service, and social
opportunities for its members.

Our Vision is to have a local community well served, through partnerships, for those in need.

Hingham Women’s Club
Co-Presidents Duties & Responsibilities

The President(s) shall be the chief executive officer supervising all HWC affairs including adherence to the
by-laws and ensure 501(c)(3) compliance.

● Leadership: As a president, you will be responsible for providing strong leadership and direction to the
club. You will need to work well with your fellow co-president to set the tone for HWC, establish goals
and objectives, and encourage autonomy among committee chair(s) to drive ownership and
motivate members to work towards achieving their goals.

● Planning: You will need to plan and coordinate club activities and events. This includes scheduling
meetings, organizing social events, and overseeing fundraising activities.

○ Pre-Kick Off board meeting planning session, Pre-Kick Off committee chairs planning session,
Fall Kick Off meeting, general club meetings, board meetings, committee meetings,
committee events, club events, and End of Year Celebration.

○ General meetings are usually the last Wednesday of the month (except: November - before
Thanksgiving and December - no meeting).

○ Determine when and if additional board or committee meetings are necessary.
○ Track all club events and prevent calendar conflicts with large town or school events.
○ Provide the Secretary with meeting agenda topics.

● Communication: You will need to maintain open communication with the board and club members
and keep them informed about upcoming events, changes in policies or procedures, and other
important information.

○ Ensure adherence to the club by-laws and update as necessary.
○ Lead all meetings.
○ Ensure all club virtual tools and passwords are up-to-date.
○ Monitor and respond to social media.
○ Monitor and respond to email in a timely manner.
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● Membership recruitment and retention: You will need to actively work to recruit new members to the
club and find ways to retain current members. This may involve developing outreach strategies,
implementing membership retention programs, and promoting the benefits of being part of HWC.

○ Advertise open positions within the club. Find, identify, and replace board and committee
chairs as needed.

○ Support membership chair by forwarding new member inquiries and following up on new
member outreach.

○ Oversee the onboarding of new board members and committee chairs.

● Financial management: You will be responsible for reviewing the club's budget and financial
operations provided by the Treasurer. This includes keeping full and accurate records of all financial
affairs, funds, securities and valuable papers.

○ Ensure 501(c)(3) compliance.
○ Work with the Treasurer regarding annual subscriptions and local memberships.

● Relationship building: You will need to develop positive relationships within the club and with other
organizations, community leaders, and stakeholders. This may involve attending networking events,
building partnerships with other groups, and advocating for the club's interests and goals.

● Conflict resolution: You will need to be able to handle conflicts and disagreements within the club in
a professional and effective manner. This may involve mediating disputes, finding common ground,
and working to maintain a positive and inclusive club culture.

Overall, the president(s) of Hingham Women's Club play a critical role in ensuring HWC’s success and
growth. By providing strong leadership, planning and coordinating events and activities, and building
positive relationships with members and local organizations, the president(s) help create a vibrant and
thriving club that makes a meaningful impact in our community.

HWC Co-Presidents Duties & Responsibilities - Updated 3/2023 Page 2 of 2


