Vice President

A Vice President on the STC Houston Administrative Council is responsible for managing the committees in their organization, according to the chapter organization chart.

	Specific Responsibilities

	· When applicable, provide information about your committees’ activities to the Announcements Editor for inclusion on the meeting announcements sheet.

· Gather committee manager names, addresses, telephone numbers, and email addresses. Give the information to the Secretary to incorporate into the Chapter Leadership Directory. Throughout the year, update your committee manager information as necessary. Verify that the information gets updated in the Leadership Directory and chapter Web Site.

· Work with your committee managers to prepare budgets and activity plans. Provide this information to the Admin Council on the date requested.

· At the annual Leadership Transition Meeting, make sure your committee managers provide an effective handoff to new committee managers.

· Before each Admin Council meeting, contact your committee managers for activity updates. Prepare a monthly report and give it to the Admin Council.

· Review the past year’s Chapter Achievement Award nomination forms; provide information to the CAA/Strategic Planning Manager of your committees’ Chapter Achievement activities.

· Provide descriptions of committee activities to the Manager of Volunteer Resources. Work with the manager to recruit new volunteers.

· Make sure that the Coordinating Editor of the newsletter receives articles from your managers per the editorial schedule.

· Write at least one column for the newsletter, per the editorial schedule, and submit to the newsletter editor.

· Work with the Webmaster to post committee information. 

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer name collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the Admin Council, if necessary.

· Serve team by eliminating barriers to productivity.

	Resources Needed

	· Committee managers and members

· Ability to spend business hours working on chapter business

· Access to fax machine and/or email

	Meeting Availability

	· As many regular program meetings as possible

· All Admin Council meetings

· Committee meetings, if necessary


	Deliverables
	Due Date
	Receiver

	Preliminary budget
	August Admin Council meeting
	Administrative Council

	Final budget
	September Admin Council meeting
	Administrative Council

	Team status report
	Monthly Admin Council meetings
	Administrative Council

	Request for Check/Deposit form
	As requested
	President, Treasurer

	Volunteer of the Month Nominations
	Prior to Admin Council
	Executive Vice President

	Newsletter Articles
	Per Editorial Schedule
	Coordinating Editor

	Receivables
	Due Date
	Sender

	Committee status reports
	Prior to monthly Admin Council meetings
	Committee Managers

	Chapter Leadership Directory
	Sept Admin Council meeting
	Secretary

	Chapter Calendar
	Aug Admin Council meeting
	President

	Committee Files
	Prior to Leadership Transition Meeting
	Committee Managers

	Admin Council Meeting Minutes
	Prior to Admin Council Meeting
	Secretary

	Request for Check/Deposit form
	As needed
	Committee Manager

	Editorial Schedule
	July Admin Council Meeting
	Managing Editor


5/8/2004

2
NSW


