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Job Title:  Vice 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. Perform the duties of the President when requested to do so by the President. 
3. Prepare and deliver a vice president’s report and participate at all RBDC executive 

meetings. 
4. Prepare a written yearly vice president’s report for presentation and distribution 

at the RBDC Annual General Meeting in March. 
5. Responsibility for the RBDC Dance Line; changing outgoing messages as 

required, taking off and responding to incoming messages on a regular basis. 
6. Communicate phone messages to the appropriate Executive member when the 

request or information falls within their portfolio. 
7. Book a location for weekly dance classes, and negotiate a contract for the same 

when required. 
8. Book a location for the Instructor Prep sessions and for the Instructor Workshops.  

There are usually 3-4 Preps in each of the fall and winter semesters.  Workshops 
are held less often.  Confer with the Instructor Rep to obtain the dates that have 
been chosen by the Chief Instructors. 

9. Book locations for the major dances: 
a) Fall (late October or early November) 
b) Silver Bells Ball (December) 
c) Mid-winter (February) 
d) Last Waltz (April) 

10. Be familiar with the bylaws and policies of the RBDC. 
11. Review and renew insurance coverage. 
12. Act as Nominating Committee Chair. 
13. Be available to organize and or assist in the coordination of RBDC functions. 
14. Perform such other duties as the Directors may assign. 
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Job Title:  Vice President (continued) 
 

 
Time Requirements: 
 
 Attending all executive meetings (held monthly except in July and December).  

These meetings require 2-3 hours of time per month. 
 Attending Annual General Meeting and any specially called general meetings.  
 Booking locations for dances, preps and classes. (3-5 hours per year) 
 Managing the phone line (1-5 hours per week). 
 Acting as Nominating Committee Chair (2-5 hours per year). 
 

 
Skills and Qualifications: 
 

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

2. Ability to chair a meeting in an organized and timely manner. 
3. Must be reliable and trustworthy. 
4. Good verbal and written communication skills. 
5. Good interpersonal skills. 
6. Good organizational skills. 
7. Basic computer skills (ability to use Word and Excel programs) an asset. 
8. Access to email an asset. 

 

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

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

documents utilized during their term. 
3. A copy of contact information for bookings. 
4. Club insurance documents. 
5. Instructions for maintaining the phone line. 
6. A copy of the bylaws. 
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