
    Regina Ballroom Dancing Club Executive Position Description 

 
 

 
 

Job Title:  President 
 
 

Duties and Responsibilities: 
 

1. Direct the management of the business and affairs of the RBDC in the best interests of 

the corporation, exercising the care, diligence and skill of a reasonably prudent person, 
and acting honestly and in good faith. 

2. Prepare an agenda and chair all RBDC executive and general meetings. 
3. Prepare and deliver a president’s report at all RBDC executive meetings. 

4. Prepare a written yearly President’s report for presentation and distribution at the RBDC 

Annual General Meeting in March. 
5. Champion and promote the welfare and purpose of the RBDC. 

  - Represent the Club in public. 
  - Encourage participation in publicity-generating events. 

  - Facilitate implementation of new ideas and improved methods. 
  - Act as the liaison with other Ballroom Dancing Clubs. 

6. Oversee the operation of the corporation.   
7. Ensure all necessary documentation for the Corporations Branch is completed and 

submitted in a timely manner. 

8. Be familiar with the bylaws and policies of the RBDC. 
9. Confer and consult with members of the Executive, Instructors and Chief Instructors, 

Practice Dance Committee members, and general club membership. 
10. Assist other Directors as required. 

11. Be available to organize and or assist in the coordination of RBDC functions. 
12. Act as MC, or appoint someone to act as MC, at major Club dances. 

13. In the case of extreme weather conditions, consult with at least one other executive 
member to decide if classes should be cancelled.  Change, or designate someone else to 

change, the voice message on the RBDC dance line when classes are cancelled due to 

weather conditions. 
14. Act as Privacy Officer for the Club. 

15. Perform such other duties as the Directors may assign. 
 

 

Time Requirements: 
 

 Prepare for, organize and chair all executive meetings (held monthly except in July and 

December).  This requires about 5 hours of time per month. 
 Prepare for, organize and chair the Annual General Meeting and any specially called  

 general meetings.  This requires about 4 hours per meeting. 
 Conferring and consulting – about 5 hours per month. 

 Overseeing and assisting – 5–20 hours per month. 

*All time requirements vary greatly according to what is going on, how experienced  
  executive members are, etc. 

*Annual time required can be up to 250 hours. 
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Job Title:  President (continued) 
 

 
Skills and Qualifications: 
 

1. Must be a member of the RBDC at the time of nomination and throughout term 
of office. 

2. Previous experience on the RBDC executive is essential. 
3. Experience with each Director’s function is an asset. 
4. Ability to chair a meeting in an organized and timely manner. 
5. Must be exceptionally reliable and trustworthy. 
6. Ability to deal effectively with complaints and criticism. 
7. Good verbal and written communication skills. 
8. Good interpersonal skills. 
9. Good organizational skills. 
10. Public speaking ability is an asset. 
11. Basic computer skills (ability to use a Word and Excel programs) an asset. 
12. Access to email an asset. 

 

 
Orientation and Training: 
 
The retiring President will meet with the incoming President and provide: 

1. A job description. 
2. Written and/or electronic copies of minutes, agendas, letters, and other 

relevant documents utilized during their term. 
3. A copy of the bylaws. 
4. A copy of current RBDC policies. 
5. The outgoing President will be available for consultation, and shall remain on 

the Executive for one additional year as Past President. 
 
 
Other: 
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