Duties of the Vice President


1. PLAN

· Plan the business meeting with the leader(s) and other officers before the meeting. This can be done over the phone if necessary, and it helps maintain order in the meeting. The main thing is to establish beforehand what will come up in the meeting, so that things run smoothly and quickly. Actively participate in planning meetings and making suggestions as to what should be on the agenda for each meeting.

· Keep in close touch with your club leader, County Extension Office and Agent. Be sure and read the newsletter each month, as it probably has announcements and news that will be useful or helpful to members of your club.

· Work with the president to check on meeting arrangements.

2. PRESIDE

· The vice-president is next in rank to the president. You take the president’s place in the event he/she resigns or is not present at a meeting. You should know all the duties of the president. 

· You may serve as the chairperson of several committees, including the program committee.

· You will serve as another officer, in the case of their absence. In the case of another officer’s resignation, you may also serve for them until a new officer is appointed.

· You should help the president use a pre-arranged agenda for the meeting.

· The order of business is: Call to Order, Opening Ceremonies (pledges, roll call, etc.), Reading and Approval of minutes, Correspondence, Reports, Old or Unfinished Business, New Business, Announcements, Adjournment, Programs or Demonstrations. This can be changed to fit the specific needs of your club.

· Help to guide the meetings in a courteous, tactful way. Avoid talking too much, and keep your opinion to yourself, as you serve as a mediator on each subject being discussed.
· Will introduce any program participants, as well as thank them when the program is finished.
3. KNOW PARLIAMENTARY PROCEDURE

· Parliamentary procedure is essential to being able to conduct an orderly meeting. The parliamentarian should help you use correct procedure during meetings.

· The vice president usually votes on all club matters. The president usually does not vote unless there is a tie or if it’s a secret ballot.
4. DELEGATE

· Help the president delegate responsibilities so every member has some job in the club at one time or another.

· You should be involved with the planning of programs for the meetings. Notify and remind people of their involvement in the upcoming meetings.
5. BE OBSERVANT

· All officers should make a big effort to know each member of the club. Make new members feel welcome, and help them get involved by inviting them to be on committees and give their opinion. You serve as a role model to younger members, so try to make your actions reflect the high standards of the 4-H program. Your attitude should stay positive, so others become enthusiastic about the program as well.

· Show courtesy to guests and have them properly introduced to the club.
