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Round Table on Information Access for People with Print Disabilities Inc. 

Job Description: Vice President
The following outlines the duties expected of the person holding the position of Vice President of Round Table on Information Access for People with Print Disabilities Inc. In addition to the specific duties of this position, the Vice President is also expected to share in the general duties required of all Executive Committee members. General Executive Committee Member duties are included, for convenience, at the end of this document.

Specific Position Duties

Assist the President by acting as the deputy leader of Round Table, and fill in for the President, when the President is unavailable

Act, together with the President and the Immediate Past President, as a core group of the Executive when quick responses to issues are required.
General Executive Committee Duties 

· Attend and actively participate in Round Table Executive meetings.

· Actively participate in the work of Round Table outside committee meetings.

· Assist the Conference Coordinator with preparations for the Annual Conference.

· Assist in preparation of AGM documents where required.

· Attend conference and assist the Round Table Administration Officer.

· Keep up-to-date with trends and advances in the industry and circulate information of interest to Executive Committee members.

· Undertake lead responsibility for designated projects as determined by the Executive Committee, and make regular progress reports back to the Committee.
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