



Cabarrus Quilters Guild – Job Description Vice President
Term:  Two years
Purpose:   The primary function of the Vice President is to support the President in setting the tone for the entire guild.
Structure:  
· Serve as  a member of the Board and Executive Board
· Preside in the absence of the President 
· Sign checks on behalf of the Guild 
· Work collaboratively with the President in managing the guild, discussing issues that arise, and together creating the agenda for the monthly Board meetings 
· Assist the President in monitoring committees as designated on the organizational chart
· Keep the President informed of the actions and activities of committees
· Selects the chair of the Nominating Committee and supports the committee as needed
· Keep  the list of guild assets updated
· See list of Guild Assets 
· Complete an expense reimbursement form within 30 day of incurred expense, give completed form to Treasurer for reimbursement
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