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Vice President 

Overall 

The Vice President’s role is to support the President of the Coolum Women’s Shed and stand in as 
acting President when the President is unavailable.  

Specifically 

- Serve as leader of the Executive and Management Committees when the President is 
unavailable 

- Liaise with the Management Committee, volunteers, members and external contacts 

- Ensure all tasks necessary for the smooth running of the shed are performed and support 
volunteers in their performance of those tasks, as necessary 

- Chair Management Committee Meetings when the President is unavailable and 
ensure they are conducted productively and in compliance with the Constitution 
and regulations 

- Represent the organisation at official functions and with external stakeholders 

- In consultation with the President, Treasurer and Management Committee, appraise the 
financial viability of plans, proposals and feasibility studies 

- Work with other members of the Management Committee to ensure that the organisation is 
meeting its legal obligations in that proper records are kept, and that effective procedures and 
controls are in place 

Qualities and skills 

- Passionate about the Coolum Women’s Shed, with a desire to see it thrive and grow 

- Understanding of how the Coolum Woman’s Shed differs from other community 
organisations 

- Ability to communicate clearly 

- Ability to demonstrate patience in challenging situations 

- Knowledge and experience of chairing meetings relevant to voluntary and community 
organisations, or a willingness to learn 

- Knowledge and experience in computer and internet use 

Accountability 

Reports to members and other members of the Management Committee 

Anticipated workload 

Variable depending on whether the President is available and negotiable with the President at other times. 

 
 
 
Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary 
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Management Committee: coolumwomensshed@gmail.com 
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