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Officer Position: Vice President 
Term: 1 year, Runs from Annual Organization Meeting to Annual Organization Meeting 
Performs all defined Director Duties and Functions plus the following actions. 
 
Duties and Functions 
- In the absence or disability of the President, perform the Duties/Functions and exercise the authority  
  of the Association President (See President Duties and Functions document for more detail) 
- Shadow the activities of the President throughout the year to proactively maintain dynamic awareness  
  of the day to day engagements within the Association Management Team 
- Attends all scheduled meetings of the Board of Directors. Monthly meetings take place on the first  
  Tuesday of the month. Workshop meetings are scheduled in between as needed 
- Secondary signatory authority for every Association Bank Account. Treasurer is Primary. President  
  is also Secondary 
- Attend ACB and other Committee meetings periodically through the year to provide guidance and  
  input to these key engines that make our Association operate  
- Working with the Treasurer, the Secretary and the Board, be a key participant in the development and  
  finalization of the next year’s budget activities resulting in an approved budget no later than October 
- Liaise with our Community Management vendor as well as any other contracted service providers all  
  Implementation functions to insure cost effective solutions, timely receipt of deliverables along with  
  validating the accuracy/correctness of the respective deliverable   
- Manage and oversee the Associate Director Program to engage and oversee recruiting actions  
  throughout the year to generate Association member interest in volunteering for involvement with the  
  Board of Directors as well as the Association Committees 
- When there is a change of position, work collaboratively with the new Vice President to facilitate a  
  smooth transition of them into their new assignment 
- Perform other management and oversight duties as assigned 


