
 
 
SKILLS for VICE PRESIDENTS 

1 .)  Clea r  Com m u n ica t ion / In terpers on a l Sk ills    
2 .)  Un ders ta n d  Progra m  Policies  
3 .)  Delega t ion   
4 .)  Es ta b lis h in g a n d  Coord in a t in g Com m it tees  
5 .)  Ma k in g a n d  Tra ck in g Pla n s  of Act ion  (Ca len da rs )  
6 .)  Un ders ta n d  Meth ods  of Decis ion  Ma kin g (Rober ts  Ru les , Con s en s u s , Circle)  

 
 
The  VICE PRESIDENT 

 As s is ts  in  p repa r in g th e a gen da  for  th e ea ch  m eet in g with  th e coopera t ion  of th e 
oth er  officers  

 Overs igh t  of Cou n cil-a ppoin ted  com m it tees . (Serves  a s  Pres iden t  of a ppoin ted  
com m it tees ) 

 Helps  com m it tees  m a ke a ct ion  p la n s  to a ccom plis h  th eir  goa ls   

 Is  a  pos it ive lea der  in  ca r ryin g ou t  a n  a ct ion  p la n  

 Ma in ta in s  com m u n ica t ion  with  con s t itu en ts , s ta keh olders , com m it tees  

 Often  s erves  a s  a  lia is on  to oth er  m eet in gs / cou n cils  

 Delega tes  effect ively  

 Serves  a s  ch a ir  of th e m eet in g in  th e a bs en ce of th e Pres iden t  
 
HOW CAN I HELP AS A VICE PRESIDENT?  
 

 Keep  a ccu ra te records  a n d  m in u tes  for  com m it tees  a n d  con s t itu en t  m eet in gs  

 Lea rn  to delega te res pon s ib ility a n d  res pon s ib ly; kn ow th e s k ills  of you r  peop le  

 Kn ow you r  com m it tees  a n d  th eir  ob ject ives  

 

RESOURCES: 

 

1) See Appendix: Active Listening  

http://www.mediate.com/articles/bermanlj3.cfm  Mediating Disputes 

http://www.cehd.umn.edu/ssw/rjp/resources/rj_dialogue_resources/Peacemaking_Healing_Circles/Talki

ng_Circles.pdf  Council Circles  

2) Appendix: http://4h.wsu.edu/EM2778CD/pdf/em0758e.pdf  WA State 4-H Program Policies 

3) Appendix: Slides from Presentation 

4) Appendix:  Identifying Volunteer Roles/ Committee Member Job Description  

                     (Red Taxi Trainer’s Guide)  

5) Program Planning Book: http://cru.cahe.wsu.edu/CEPublications/c0227/c0227.pdf 

6) http://cte.uwaterloo.ca/teaching_resources/tips/group_decision_making.html  Decision Making  

Parliamentary Procedure Made Easier http://cru.cahe.wsu.edu/CEPublications/em4875/em4875.pdf  
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