POSITION DESCRIPTION - VICE DIRECTOR

(as of Nov 1, 2005)

The Vice Director, AF Comm & ATC Association, will assist the Executive Director in the management, development, and growth of the Association, in compliance with its Constitution and by-laws; and work with the Executive Director to document all policies, procedures and customs established by the Board of Directors to ensure the continuity from one Board to another.

The following are the key tasks and responsibilities for this position:

1.  Serve as a member of the Executive Committee--Board of Directors; attend 
     annual Board Meeting prior to commencement of the annual convention; discuss and 
     vote on issues.

2.  Maintain on-going contact with Board of Directors via internet, telephone, or email to 
     keep current on Board business throughout the year, as required.

3.  Serve as principal coordinator between Executive Director and convention hosts. Send guest invitations to approved VIPs to attend annual convention.

4. Serve as the chairperson on special committees established by the Executive Director.

5. Exercise all powers, authorities and duties of the Executive Director during his/her absence.

6. Perform other similar duties as required or requested.

APPROVED:   s/t Richard P. Sauer



Nov 1, 2005)

                            Executive Director                                                          (Date)                        
