
 JOB TITLE:  Vice President/Administra�on & Strategy 

 JOB OVERVIEW:  Responsible for strategic planning so  The Symphony Guild of Charlo�e, Inc. will 
 stay on course with its mission, both short-term and long-term. Oversee administra�ve 
 recordkeeping and documents. 

 BENEFITS:  Experience personal growth through leadership  of a team in a mid-sized 
 organiza�on, developing skills to plan and achieve both short-term and long-term objec�ves. 
 Gain an overview of The Guild which will ins�ll a comfort level in assuming other execu�ve 
 posi�ons within The Guild. 

 RESPONSIBILITIES: 

 ●  Become familiar with The Guild’s bylaws, policies and procedures and administra�ve 
 guidelines, located at: 
 h�ps://www.symphonyguildcharlo�e.org/membership/resource-guide/ 

 ●  Lead the Administra�on & Strategy Commi�ee in accomplishing the responsibili�es 
 listed below. Recruit commi�ee members as needed. Create subcommi�ees if 
 necessary. Supervise the work of the standing Policy & Procedure Commi�ee. 

 ●  With the President, develop and carry out a process for strategic planning, taking into 
 considera�on The Guild’s partnership with The Charlo�e Symphony. 

 ●  Where a strategic plan is already in place, set up a process to regularly review progress 
 on goals and update the plan, as needed. 

 ●  Conduct an annual review of bylaws and bring proposed changes before the Board. 
 Schedule bylaws changes for a general membership vote, following bylaw protocol. 

 ●  Conduct an annual review of the Policy & Procedure and Administra�ve Guidelines 
 documents. 

 ●  With input from appropriate officers and vice presidents, ensure job descrip�ons stay 
 up-to-date. 
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https://www.symphonyguildcharlotte.org/membership/resource-guide/


 ●  Periodically review the website and work with the Office,Marke�ng and 
 Communica�ons Administrator to ensure SymphonyGuildCharlo�e.org is current. 

 ●  Stay up-to-date on document reten�on laws, periodically reminding the Board and 
 Office Administrator of requirements. Oversee the Office,Marke�ng and 
 Communica�ons Administrator in this aspect of her/his work to ensure The Guild 
 maintains compliance. 

 ●  Submit an Administra�on & Strategy budget to the Treasurer for the following fiscal year. 

 ●  For events and mee�ngs falling under Administra�on & Strategy, monitor expenses to 
 stay within budget. 

 ●  Serve on and a�end monthly mee�ngs of The Guild’s Board of Directors. 

 ●  A�end General Membership mee�ngs. 

 ●  A�end, support and promote Guild func�ons. 

 ●  Complete an end-of-year report for the Administra�on & Strategy area; form found in 
 the Resource Guide at: symphonyguildcharlo�e.org. 

 ●  Meet with the incoming Vice President/Administra�on & Strategy at the beginning of 
 the new fiscal year to ensure a smooth transi�on. 

 ●  These represent the principal responsibili�es of the posi�on. However, there will be 
 other du�es that will be required from �me to �me. 

 QUALIFICATIONS AND SKILLS:  The ability to lead a group  with a focus on both short-term and 
 long-term goals. The ability to delegate and manage subcommi�ees to achieve results. 
 Enthusiasm for the mission of The Guild and the ability to mo�vate commi�ee members and 
 volunteers in support of that mission. 

 TRAINING, SUPPORT AND RESOURCES:  Guild presidents  and past vice presidents of 
 Administra�on & Strategy; The Guild’s administra�ve documents found at: 
 symphonyguildcharlo�e.org/membership/resource-guide; League of American Orchestras, 
 Southeastern Orchestra Volunteer Associa�on and Associa�on of Major Symphony Orchestra 
 Volunteers conferences and website resources. 
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