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STATE/PROVINCIAL THIRD VICE-PRESIDENT 
Example Job Description and Guidelines 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
The State/Provincial officers shall include a President, First Vice President, Second Vice 

President, Recording Secretary, Corresponding Secretary, and Treasurer, all of who shall serve at 
the pleasure of the State/Provincial Council for a term of two (2) years or to complete an 
unexpired term.  When size of State/Province or other considerations warrant, there may 
also be a Third Vice President.  States/Provinces shall add a section to the State/Provincial 
Bylaws briefly outlining responsibilities for the Third Vice President, along with the other State 
Officer duties in Article VII, Duties of Officers.  
 
(See State/Provincial Bylaw, Article VI – Officers, Section 1) 
 
 
 
DUTIES: 
   

1. Shall attend State/Provincial Board Meetings, State/Provincial Council Meetings and other 
meetings requested by the State/Provincial President. 
 

2. Shall prepare and be ready to present an Annual Report (in triplicate) at the annual Council 
Meeting and or the June Board Meeting. (One copy for your file, one for the recording secretary, 
and one for the State/Provincial President's File). 
 

3. The office of Third Vice President shall be as defined by the State/Province Article VII, Duties of 
Officers, in the State/Provincial Bylaws. An example: Shall work with  the State/Provincial 
Nominating Chairman and Election Teller.  Be the liaison to the State/Provincial Chairman and 
the committee. 
 

4. The State/Provincial Nominating Chairman and committee should be appointed by September 1st 
of each year allowing plenty of time for their work. 

 
5. Shall secure and maintain the state/provincial credential file. 

 
6. Shall request completed credential forms form State/Provincial Questers for the Credential File. 

 
7. Shall submit a short item to be printed in the State/Provincial Newsletter thanking the State 

Nominating Chairman, her committee and the Election Teller for their work each year. 
 

8. Shall prepare and submit articles to the State/Provincial newsletter as necessary or required.   
 

This position’s example job description includes references as stated in the 
International and State Bylaws, and the Compilation of International Policies 
Relating to States, Provinces, Chapters and Members.   State/Province specific 
Policies should also be referenced for a complete list of the responsibilities for this 
position.  It is up to each State/Province to define the final job description for 
their positions.  It is these final job descriptions that should be added to or 
deleted from and should be passed on to each successor. State/Provincial Board 
nominees should be given the specific State/Provincial job description of the office 
they are seeking, not following the nomination. Other than as stated in the bylaws, 
the following are suggestions. 
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9. Shall keep track of past officers, their chapters and areas, as well as past nominating chairmen, 
committee members and their chapters and areas.  Shall try to spread those jobs of newly elected 
officers to all Chapters and areas of the state, allowing for equal representation of our 
state/provincial organization whenever possible. 
 

10. When requesting reimbursement for expenses from the State/Provincial Treasurer, shall itemize 
expenses, attach receipts and submit by May 1st. 

 
11. Shall keep files current and be prepared to forward promptly to your successor by June 1st or by 

the June State/Provincial Board Meeting. These files should include current job descriptions for 
all elected offices with copies of the current job descriptions in the Nominating Chairman’s files.  


