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DUTY	STATEMENT:	VICE-PRESIDENT	
 

 
DUTIES: 

1. Support the President in the role. 
2. Deputise for the President as and when required. 
3. Attend all Committee meetings (where possible). 
4. Be informed and aware of any issues regarding members. 
5. Maintain oversight of the duty statements of the Committee members and other role holders, 

including updating as required.   
6. In conjunction with the President, monitor the development and implementation of the 

Society’s strategic and operational plans. 
7. Take on other duties as directed by the President and Committee. 

 
SKILLS AND EXPERIENCE: 

1. Ability to deputise for the president when required (essential). 
2. Understanding of not-for-profit choral organisations (essential). 
3. Ability to conduct meetings (essential). 
4. Excellent interpersonal and communication skills (essential). 
5. Able to be flexible in relation to tasks required to be undertaken (essential).  
6. Experience in planning at strategic and operational levels - which also encompasses being able 

to coach people in this area if required (desirable). 
7. Experience in working effectively with committees and with individuals - including the 

Conductor (desirable). 
8. Ability to be self-directed and to work autonomously (desirable). 

  

 
KEY RESPONSIBILITIES: The Vice-President will maintain constant liaison with the President and other 
Committee members to ensure a sound working knowledge of the functioning of the Society. 
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TASKS: 
1. Major task is to deputise for the President when requested. This need may occur at short notice, 

especially if the President is ill or unexpectedly unavailable, and consequently the ability to have 
a good understanding of the operations of the choir is essential 

2. It is essential to keep in close contact with the President and Executive as well as all Committee 
members to maintain the required understanding of the Society’s operations 

3. Specific duties currently include oversight of the duty statements. Consequently, knowledge of 
job description structure is essential.  This task may also involve getting people to revise and/or 
review their roles and therefore having a good working relationship with all Committee 
members is essential 

4. Another specific duty of the Vice-Presidengt is helping the President to maintain oversight of the 
strategic and operational plans of the choral society. This will also include maintaining close 
liaison with Committee members. A plan needs to be established to review progress on the 
implementation of the plans on a regular basis. 

5. It is helpful for the President if the Vice-President can keep a watchful eye on attitudes and 
feelings of members i.e. to “read” the organisational climate in order to make suggestions that 
will benefit them. This may include issues such as the timing of social events and how to engage 
members in supporting the Society’s endeavours.   

 
 


