Vice President Role and Transitional Activities

Title:	Vice President

Purpose: 	The Vice President shall act as an aide to the President and shall perform the duties of the President in her absence and other required duties. The Vice President shall be chair of the Membership Committee.

Responsibilities:	In accordance with Chapter Bylaws, the Vice President shall:
· Takes Chair if it is necessary for the President to vacate the chair during a meeting, or if she is absent
· Is an ex-officio member of all committees, except the Nominating Committee and the Ethics and Standards Committee.
· Is a standing member of the Ethics and Standards Committee
· Shall review and implement the guidance within the National Membership Handbook
· Shall implement the total procedure for candidates for membership. The committee shall follow the manuals of The Links, Incorporated.

Partners With:
· President
· Treasurer 
· Facet and Committee Chairs
· Chapter Members
· Community Partners
· Others as needed

Qualifications:	 

· Demonstrated Commitment to the Chapter
· Proven organizational and leadership skills
· Proven time management skills.
· Proven problem-solving skills.
· Proven interpersonal and negotiation skills.
· Proven fundraising skills.
· Proven ability to manage finances and keep track of the organization's overall performance.
· Proven marketing and public relations skills.
· Proven writing skills.
· Proven computer skills.
· Ability to pay attention to details



Other Responsibilities:
General:
· Works in support of the Chapter President to Assist the President in:
· Creating and maintaining relationships with National, Area and Chapter members
· Working as a team player to get Chapter business completed
· Ensuring Chapter Engagement
· Setting the agenda and consent agenda for all Chapter meetings
· Conducting a transition meeting using the transition checklist to transfer roles, responsibility and knowledge to the in-coming Vice President.
Leadership
· Supports the President ensuring the Chapter goals and objective are achieved.
· Provides guidance to the President
· Prepares and Presents Information at meetings on behalf of the President as required
· Operations

· Meets regularly with the President and the Executive Committee
· Leads the Membership Committee to ensure that health and welfare of the Chapter from a human capital perspective
· Provide documents via a secure electronic solution, such as Dropbox, Google Docs, or Members Only section of the Chapter website 
· Communicates in a timely manner to include but not limited to: email, voicemail and text messages.  These communications should occur within 48 hours of receipt
· Standard Folders 
· Work with the Technology Committee to set up standard file folders (thumb drive, other storage media) as needed by this position
· Document any online account information such as system log in information, permissions, etc. consistent with the Bylaws and Chapter transition planning process 
· Submit timely input, as needed, for the Chapter newsletter
· Emails
· Set up distribution lists
· Works with the President and Corresponding Secretary to send out emails needed for the role
· Calendar (e.g. Team Up) 
· Use the Team Up calendar for any event or activity that are/will be scheduled by this position 
