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Position Description, Vice President
General Description

The Vice President assumes the duties of the President in the absence of the President and succeeds to the office of President for the unexpired term in the event of a vacancy in that office. 

This officer is responsible for maintaining, revising, and distributing FSAOHN Bylaws, Policies and Procedures.

The Vice President is responsible for FOHC procedures regarding past presidents, retirees and other honorees.

This officer promotes and assists with the organization of new local constituencies and acts as adviser during the first year.
Qualifications

To be eligible for election, a candidate must be an active member of FSAOHN. 

Previous experience on the FSAOHN Board is required. Organizational skills are essential; experience with policy, procedure and bylaws revision will be helpful.

Specific Duties 

Duties Regarding Assumption of Duties of President

1. Assume duties of the President in the President’s absence. Specific duties will be decided in conference between the President and the Vice President.

2. Succeed to the position of President if President is unable to complete an elected term. Succession, and later eligibility for election to the position of President, will conform to requirements of FSAOHN Bylaws.

Duties Regarding Past Presidents, Retirees and other Honorees

1. Update, maintain the list of Past Presidents (Procedure 04.14.04). The list should include names, dates of presidential office, current addresses and phone numbers, dates of address confirmation and whether Past President is current FSAOHN member.

2. Provide current information to the CUE Editor, so non-member Past Presidents may be placed on the CUE mailing list.

3. By letter, invite each Past President to be a guest of FSAOHN at FOHC. Timing should be coordinated with distribution of FOHC registration materials. Past Presidents receive free conference registration and luncheon. The letter should instruct them to submit their registration form with a note, “Past President – free registration and luncheon.” 

4. Provide current address information of non-member Past Presidents to FOHC chairperson, for addition to the FOHC registration materials mailing list. 

5. Coordinate Past President activities with FOHC chairperson(s) to recognize Past Presidents at the FOHC luncheon, including the presentation of corsages or other memento to each Past President attending, and the pin for the immediate Past President.

6. Perform similar activities for retirees or other honorees as requested by FSAOHN Board of Directors

Duties Regarding FSAOHN Bylaws

1. Review Bylaws annually.

2. Revise Bylaws as necessary, to conform to AAOHN requirements and FSAOHN suggestions.

3. Recommend revisions to FSAOHN Board of Directors. The Vice President may select an ad hoc committee to decide recommendations.

4. Present proposed revisions to FSAOHN Board for discussion, approval, amendment.

5. Assure the Bylaws are reviewed and approved by AAOHN.

6. Present amended revisions to FSAOHN membership; coordinate member vote at annual business meeting. Revisions require approval by the general membership. 

7. Prepare final, approved Bylaws and distribute to members (via local constituency presidents).

Duties Regarding FSAOHN Policy and Procedure Manual

1. Review policies and procedures annually. The Vice President may select an ad hoc committee to assist in the review, and/or, with FSAOHN Board assistance, assign FSAOHN members to assist in the review. 

2. Recommend revisions for FSAOHN Board approval. Policies and procedures need approval only by the FSAOHN Board, not by the general membership.

3. Prepare (retype) approved policies and procedures; distribute to FSAOHN Board members with instructions for updating individual Policy and Procedure Manuals. 

4. Maintain a computer database of approved policies and procedures. 

Duties Regarding General FSAOHN Board Activities

1. Prepare a written annual report of activities

2. Provide the annual report to the FSAOHN President and Secretary two weeks prior to the annual business meeting.

3. Present the annual report to the general membership at the annual business meeting.

4. May represent FSAOHN at conferences and other professional engagements.

5. Serves as Chair of Educational and Professional Affairs Committee
            Duties Regarding Chair of Scholarship and Awards Committee

1. Serves as Chair of Scholarship/Awards Committee Acts as the liaison between the American Association of Occupational Health Nurses, Inc. and Florida chapters to develop areas of academic education, continuing education, research, professional practice, organizational leadership and preparation/maintenance of certification.

2. Coordinates academic scholarship awards for the Florida State Association of Occupational Health Nurses, Inc.

3. Identifies regulatory/professional practice issues that impact the practice of occupational health nursing.

4. Prepares CUE articles to inform the membership of the activities of the Education and Professional Affairs Committee.

5. Prepares a written report for each board meeting and a report to be presented to the membership at the annual business meeting.

     Duties Regarding FOHC

 Be familiar with all policies, procedures, and guidelines regarding FOHC (see Policy and Procedure Manual, Section 4).

 Assist the FOHC conference chair.

 Act as advisor, as necessary, to the FOHC Chairman and Planning Committee. May approve conference details, such as program content, theme, selection of speakers, printed materials, and expenses.
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