
Ver. 1.1 Branch Vice-Chair – Job Guidelines

 Title:  Branch (insert) Vice-Chair

1. Work Locations – from home, at meetings including possible Branch representation at AGM

2. Purpose of the Position – Provide assistance to Branch leadership and direction by organizing and chairing Branch meetings when requested

3. Responsibilities and Duties: 

a. In the absence of the Chair, chairs the Branch meetings following Robert's Rules of Order and the BCGREA Constitution, Bylaws and Policy and Procedures 

b. Ensures scheduling and invitation of guest speakers for Branch meetings

c. Ensures notices of meetings are publicized as appropriate 

d. Serves as a Signing Officer on Branch accounts

e. Assists other Executive positions when needed

f. Maintain a record of the position and pass on to position successor

4. Assets

a. Access to a computer, internet connection and basic computer skills including use of emails

b. Leadership skills and knowledge of the BCGREA Constitution and Bylaws

c. Polite

d. Communication skills 

5. Commitment Expected

a. Attend Branch and Executive meetings

b. Estimated time per month, including meetings ~ 3 hours
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