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Job Title:  Social Coordinator 
 
 

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 and deliver a report of Social Director activities and participate at all RBDC 
executive meetings. 

3. Coordinate arrangements for RBDC social functions such as the major dances, the 
Executive/Instructor warm-up in the fall, and the Volunteer Appreciation Night in the 
spring. 

4. Arrange for the facilities for the fall warm-up and the Volunteer Appreciation Night. 
5. Communicate with the Vice President to confirm dates and locations for the major 

dances. 
6. Maintain an information binder with contact information and details about 

arrangements made for each social function. 
7. Prepare a summary statement of revenue and expenses as soon as possible following 

each of the major dances. 
8. Keep an inventory list of Club decorations and where they can be found.  Purchase 

new decorations as required. 
9. Prepare a written yearly Social Director report for presentation and distribution at the 

RBDC Annual General Meeting in March. 
10. Perform such other duties as the Directors may assign. 

 
 

Time Requirements: 
 

 Attending all executive meetings (held monthly except in July and December).  These  
 meetings require 2 to 3 hours of time per month. 

 Attending Annual General Meeting and any specially called general meetings. 
 Attending sub–committee meetings as required. 
 Preparing reports as required. (1 hour per report) 
 Coordinating major dances.    }                                                          4 to 5 hours 

 Decorating for major dances.  }                                                            per event 
 Coordinating Executive/Instructor warm-up and Volunteer Appreciation Night.} 
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Job Title:  Social Coordinator (continued) 
 

 
Skills and Qualifications: 
 

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

2. Good verbal and written communication skills. 
3. Good interpersonal skills. 
4. Good organizational skills. 
5. Basic computer skills (ability to use Word and Excel programs) an asset. 
6. Access to email an asset. 

 

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

1. A job description. 
2. The information binder detailing how to coordinate the various social events. 
3. Written and/or electronic copies of reports, forms, and any other relevant documents 

or information. 
4. The inventory list of Club decorations. 
5. A copy of the bylaws. 

 

 
Other: 
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