	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:  Vice President

	Reports to: President, Board, & General Membership

	General Description:

In the absence or disability of the President, or at his/her request, the Vice President shall perform the duties of the President. If the office of the President becomes vacant, the Vice President shall become until the next annual election of Officers by the Board. He/she may serve as an ex-officio member of Chapter committees and shall perform such additional duties as may be delegated to him/her by the President.  He/She shall report all committee meetings to the President.  

	Major Responsibilities:

· Back up to President
· Oversees Social Awareness & Activities Chairpersons & Committees

	Helpful Skills:

· Organizational skills
· Excellent written and verbal skills

· Managerial skills

· Project Planning
· Proficiency in Computers

	Goals: 



