Rutgers Master Gardeners of Mercer County
2nd Vice President’s Job Description

It is the duty of the 2nd Vice President to assist the President in pursuing the goals and functions of the Rutgers Master Gardeners of Mercer County as outlined in the by-laws and operating procedures. The 2nd Vice President
1. Attends monthly Executive and General Meetings and Officer’s Meetings as scheduled.
2. Conducts such meetings when neither the President nor the 1st Vice President is available.
3. Maintains the Rutgers Master Gardener Calendar, making it available to all RMGs by the following means:
a. At least monthly emails on the Onelist. This is an ever-changing document. The committee chairs and membership should be alerted to inform the 2nd Vice President of changes/additions/deletions on a timely basis. Those scheduling events should try to avoid the conflicts of multiple events on one day. The calendar includes all official RMGofMC events and State RMG events that members may be interested in attending. It also includes official holidays and other dates when the Extension office will be closed. Date, time, event name, CE hours and location of event are included. The calendar is sent as a PDF document that is readable by all computers.
b. Provides simultaneously a current month’s calendar in an Excel file for inclusion in each edition of the Newsletter. 
c. Provides the current yearly calendar in an Excel file for posting by the Computer Committee on the private section of the MGofMC.org website. This is the official means for keeping the members informed of the event schedules and will be updated as needed.
d. At the end of the calendar year, the file should be submitted to the Computer committee for archiving.
4. Meets with the President-elect and other officers to review and select members to fill vacant committee chair positions in December.  Also meets with the President and other officers to fill committee chair positions as needed during the calendar year.
5. Coordinates with the President to have an officer attend all committee organizational meetings for the coming year.
6. Assists the President in recruiting members for the Nominating Committee, announced in July.  Prior to the first meeting of the Nominating Committee, each existing officer shall notify the Chairman of the Nominating Committee of their intention to continue to serve in his or her position or their desire to be considered for another position.
7. Attends the New Class Breakfast in January and the graduation in November as space permits, and other events as requested by the President.
8. Performs other duties as requested by the President.
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