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Position title: 			Vice President 
Reporting to: 			The Management Committee, as a collective
Classification:	This is a voluntary role. Reimbursement policies apply, where appropriate.

Purpose of the position
The volunteer Management Committee is the governing body of the Cairns and District Chinese Association Inc. (“CADCAI”) and is responsible for ensuring the Association is governed lawfully, ethically and in accordance with its Constitution, policies and applicable legislation.
All Management Committee members share collective responsibility for the governance, strategic direction and oversight of the Association, ensuring its affairs are conducted in the best interests of CADCAI and the communities it represents.
The Vice-President supports the President in the effective leadership and governance of the Association and provides continuity of leadership by acting in the role of President when the President is absent or unable to act. The Vice-President contributes to strategic decision-making, supports effective Committee functioning, and upholds the values and integrity of the Association at all times.

Responsibilities
	Key Result Area
	Description

	Governance and Leadership 
	· Act in the best interests of CADCAI at all times.
· Understand, uphold and comply with the Constitution, policies and procedures of the Association.
· Contribute to sound governance, strategic oversight and ethical decision-making.
· Support the President in maintaining effective governance structures and practices.
· Support the President in the performance of their role, including leadership, coordination and meeting effectiveness 
· Participate constructively in Management Committee discussions and decision-making.
· Support leadership continuity and transition planning within the Management Committee
· Act with due care, skill and diligence in carrying out the responsibilities of the role.
· Act honestly and in good faith in the best interests of the Association.
· Not misuse position or information gained through the role.

	Acting as President 
	· Preside over Management Committee or General Meetings in the absence of the President or where the President is unable to act.
· Perform the functions of the President during periods when the President is unavailable, in accordance with the Constitution and decisions of the Management Committee.
· Act as an authorised spokesperson for the Association only where approved by the President or Management Committee.

	Strategic and Organisational Planning
	· Participate in the development, review and approval of the Association’s strategic priorities and plans.
· Support the President and Management Committee in determining the appropriate governance pathway for matters, including officer consideration, Management Committee decision-making, or delegation to sub-committees.
· Contribute to long-term planning and sustainability discussions for the Association.

	Legal and Regulatory 
	· Support collective Management Committee responsibility for compliance with applicable laws, including the Associations Incorporation Act 1981 (Qld) and ACNC requirements.
· Act in accordance with duties imposed on Management Committee members under relevant legislation.
· Participate in governance processes that promote transparency, accountability and compliance.

	Confidentiality
	· Maintain the confidentiality of information obtained through the role, unless disclosure is authorised or required by law.
· Respect the sensitivity of personal, cultural and organisational information.
· Ensure documents and information are handled and stored securely.

	Conflicts of   Interest and Ethical Conduct 
	· Disclose any actual, potential or perceived material personal interests as soon as they arise.
· Refrain from participating in discussions or decisions where a material personal interest exists, unless permitted under the Constitution.
· Avoid improper use of position or information obtained through the role.
· Conduct all Management Committee business respectfully, ethically and in good faith.
· Uphold cultural respect, integrity and professionalism in all dealings.

	Other duties
	· As for General Committee members



Induction and development
· Participate in induction and ongoing learning to support effective governance
· Seek to continuously improve understanding of governance, finance and the Association’s activities

Additional information 
CADCAI is an equal opportunity organisation funded through government funding, donations and other income streams. The Association is a registered charity.
Committee members are expected to:
· Attend regular and special meetings
· Prepare for meetings by reviewing materials in advance
· Contribute reasonable time outside meetings as required
Appointment or election to this role may be rescinded if any aspect of the nomination or application process is found to be fraudulent, misleading or otherwise unsatisfactory following investigation.

Agreement
I agree to carry out the duties of the Vice-President as outlined in this Position Description and in accordance with the Constitution of the Cairns and District Chinese Association Inc.

Attendance at meetings
I agree to attend all scheduled and extraordinary Management Committee meetings. If I am unable to attend a meeting I agree to give the maximum notice possible.

Resignation 
In the event of resignation, I agree to provide written notice in accordance with the Constitution and to assist with an orderly handover where practicable.

Removal 
I acknowledge that removal from the role of Vice-President may occur in accordance with the Constitution.



			
Vice President’s Name			Signature				Date 
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