


[BRANCH NAME]

Vice Chair – Job Description


JOB TITLE: Vice Chair

RESPONSIBLE TO: [BRANCH NAME] Management Committee

SKILLS AND ATTRIBUTES REQUIRED:

· Good decision maker and prepared to make instant decisions when necessary
· Well organised
· Prepared to make a regular time commitment
· Enthusiastic
· Confident at keeping order during meetings


MAIN DUTIES:

1. Conduct Management Committee meetings in absence of Chair;
2. Be completely familiar with the constitution and all other branch policies and procedures and with SDS rules and regulations;
3. Help the chair to prepare and submit any statutory documents that are required (e.g. OSCR, grant aid reports).
4. In conjunction with the Secretary and Chair, help prepare the annual report.











SIGNATURES:

Vice Chair	……………………………………………………	Date	……………………………………………………

Chair		……………………………………………………	Date	……………………………………………………




