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POSITION DESCRIPTION 

VICE - PRESIDENT

Position Overview

· The Vice-President should support and assist the Association President, as required, in the performance of their duties as President and deputise as required by the President and/or the Association Committee of Management. 

· The Association Vice President shall be a financial member of the Institute.  The Association Vice President should be fully conversant with the Institute’s Memorandum and Articles of Association, aims and objectives, policies and procedures.

Primary Duties

· Attend the meetings of the Committee of Management, and any relevant Sub-Committee, and general members’ meetings of the Association.

· Take on the role of the President in his/her absence.


· Actively support the Association President in the performance of the duties of Association President, and share the workload

· Present a written report to the Committee of Management each month.

· Maintain the Association register of speakers utilised at members’ meetings and functions.

· Undertake specific tasks as required by the Association President and/or the Committee of Management.


Other Duties

· Co-operate with committee members and foster good relations between members.

· Follow the directions and requests of the Association President and Executive members.

· Co-signatory on cheques issued by the Association.


· Promote the Association and the profession in a positive manner.


· Act in a timely fashion.

· Work for the continuing growth and efficient operation of the Association.

Expenditure Authority Level

As approved by the Association Executive.


