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NORTHVALE SOFTBALL CLUB

POSITION DESCRIPTION – VICE PRESIDENT
The role of Vice President is to work closely with and support the club President and undertake the duties and responsibilities of the President if the President becomes unavailable for any reason. 
The role of Vice President is the ideal position for those considering becoming club Presidents in the future, as the Vice President should work closely President to support them to undertake the leadership and governance responsibilities of the club. 
RESPONSIBILITIES
KNOWLEDGE
· To be well informed of all club activities, especially those of all sub committees 

· Have a good working knowledge of the constitution, policies and procedures 

· Strong understanding of the legal and compliance obligations of running the club 

GOVERNANCE
· Reports to the President

· Part of the Executive Committee

· Defining and documenting club culture and behaviours and continually communicating to members, players, coaches, supporters and volunteers  

· Defining goals and objectives and documenting strategies and implementation plans 

· Liaising with the Treasurer on financial reporting, budgeting and cash flow projections 

· Ensuring compliance of all obligations to the health and safety of all club participants  

· Ensuring all complaints and disputes are investigated and responded to according to club policies and procedures 

· Training volunteers and supporting them throughout the year to undertake their roles successfully 

MEETINGS, COMMUNICATION AND KEY RELATIONSHIPS
· Assist the President to set the agenda for each committee meetings and AGM 
In the absence of the President, the Vice President will: 
· Chair committee meetings and AGM 
· Act as a spokesperson for the club 
· Ensure all responsibilities of the President are undertaken  
ESSENTIAL SKILLS AND REQUIREMENTS 
· Hold or willing to apply for a current volunteer Working With Children Check 
· Can communicate effectively 

· Can oversee organisational activities 

· Is aware of the future directions and plans of members 

· Has a good working knowledge of the rules of the club 

· A good understanding of requirements at local, regional and higher levels 

· Unbiased and impartial on all issues 

· Receptive to change 

· Dedicated club person 

CODE OF CONDUCT
The Vice President agrees to: 
· Sign the confidentiality agreement

· Keep their comments to matters before the committee

· Attend meetings and be punctual

· Undertake review of documents prior to meetings, within timeframes requested

· Act in the best interests of the Club, and not bring the Club into disrepute

· Exercise appropriate care and diligence

· Not make false statements or falsify records

· Not make offensive statements or comments or behave improperly

· Declare any potential conflicts of interest and stand aside from discussions and voting on such matters deemed to be a conflict of interest 

· Keep all matters in confidence and not disclose any matters of sensitive business to the general public or other associates of the Club 

CONFLICT OF INTEREST
· If at any stage the Vice President becomes aware of a personal conflict of interest, real or perceived, they should immediately notify the Club Committee, where it will be noted and managed as required for transparent management. 

END OF YEAR HAND OVER 
UPDATING OF DOCUMENTS 
· At the end of each year the Vice President will review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated position description must be provided to the Secretary for the Annual General Meeting each year. 
INDUCTION OF THE INCOMING VICE PRESIDENT 
· An important responsibility of the outgoing Vice President is to train, mentor and support the incoming Vice President. 
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