
 
Vice President 

 
Job Description:  2-year, Officer, voting 
The TSA Vice President (VP) serves in this capacity for two years after which they steps into the 
position of TSA President for a subsequent two-year term. This is followed by another two-year 
term as Past President with full voting rights on the Board.  

The Vice President is expected to attend all TSA Board meetings, engage in all Board-related 
dialogue, vote on TSA issues when required, and consult with and assist the President in 
whatever way they can. In addition, the VP uses the two years to learn about the inner workings 
of the organization as preparation for their subsequent role as President. This is an opportunity 
to identify areas of strength and areas needing strengthening, and to consider strategies within 
TSA’s long-range plan to facilitate achieving our defined goals and proposing new goals.  

Responsibilities: 
●​ Familiarize themselves with the organization’s structure, history, and current initiatives. 
●​ Keep the Board of Directors Handbook current. 
●​ Be able to take over if the President is absent, incapacitated, or otherwise unable to 

preside. In the event that the President cannot lead the Board of Directors meeting, the 
Vice President or immediate Past President will preside.  

●​ Coordinating the Google files and archives. Be the contact person for all committees and 
changes to Google files. Be sure that the Google files for all committees are kept 
up-to-date. 

Activities: 
●​ Assist the President with the general active management of the business of the 

Corporation.  If the President is absent or disabled, the Vice President shall succeed to 
the President’s powers and duties.  

●​ The Vice President serves as a Chair of at least one committee, which should be 
identified in consultation with the President.  

●​ In their second year, the Vice President revises and edits the Board of Directors 
Handbook, bringing it up-to-date to reflect decisions taken at Board meetings and actual 
practice. All changes should be reviewed and approved by the Board before the call for 
new board members. Revised copies of the TSA Board of Directors Handbook are 
provided to Board members either as an electronic file in the TSA Shared Google Drive. 
Up-to-date Board of Directors Handbooks are made available to all members of the new 
Board during a Symposium year.  

●​ Assess and identify Board members who have potential to serve in the future as an 
officer (especially next VP); assess and identify TSA members for prospective Board 
members.  

●​ At the end of each Chairperson’s term, edit their section of the Board of Directors 
Handbook and submit their report for the history portion of the handbook. 

●​ Be available for discussions and to assist the President with decision-making strategies, 
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planning, etc.  

●​ Perform other duties prescribed by the Board of Directors. 
●​ Member of the Executive Committee, Nominations Committee, and Archives Committee 
●​ Chair the Founding President’s Award 

 
Average Work Hours/Week:  This will vary greatly over the time served but is estimated at 5-10 
hours/week, Volunteer, unpaid. 
 
Responsibility to the Board: 
In the event that the President cannot lead the Board of Directors meeting, the Vice President 
or immediate Past President will preside. 
 
All Board members, whether elected or appointed, are expected to attend all Board meetings, 
and required to attend 75% of Board meetings in a two-year cycle. The cadence is decided at 
the first January board meeting 

All Board members are required to sign a copy of the conflict of interest statement.  

All Board members are expected to keep the TSA Shared Google Drive  materials up to date. 
 
All Committee Chairs post a report on the TSA Shared Google Drive  with a synopsis of the major 
contributions and changes that have occurred during their term as chair. 
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