
V.P. of Outreach 

Position Purpose:  RCA’s outreach program is designed not only to meet its 
requirements as a 501(c)(3) organization, but to promote a love of the stars and to 
inspire others to learn about the night sky and even to join RCA.  In many ways, the VP 
of Outreach is the public face of our club, and may be the only person from RCA that a 
member of the public ever meets. This is a fundamental job to the purpose and 
organization of our club. 
 
Responsibilities: 
 
1.  Responds to requests for outreach events without discrimination as to race, 
religion, gender, national origin, age or disability. 
 
2.  Keeps the calendar of outreach events on the RCA website. 
 
3.  Determines what kind of program to present, how many volunteers to ask for and 
all other elements of the outreach event. 
 
4.  Solicits volunteers to attend outreach events.   
5.  Maintains a supply of materials used for outreach events, such as posters, 
handouts, and hands-on examples.    
 
6.  Keeps records of the number of volunteer hours that the outreach program logs, as 
well as the number of volunteers who participate and the number of hours each of 
them contributes; encourages volunteers to report their hours on the club website.  
 
7.  Keeps records of the number of people reached through outreach events. 
 
8.  Reports total volunteer hours and people served to the general membership and 
recognizes and rewards the work of the volunteers at the year-end club banquet. 
 
9.  Negotiates a donation to RCA if the host of an outreach event is charging attendees 
for our volunteer services.  The VP of Outreach has discretion to determine how much 
to ask for and in what circumstance.   
 
10. Offers a 501(c)(3) receipt from RCA for any donation to the club for an outreach 
event. 
 
11. Informs attendees about RCA and encourages anyone who wants to learn more to 
come to our general meetings.   
 
12. Enforces standards of behavior among the volunteers regarding what is 
appropriate to say or do, and may, at his or her discretion, refuse to allow a specific 
person to volunteer at outreach events based on past behavior.  
 
13.  Investigates immediately and thoroughly any reports or complaints of 
inappropriate behavior; may recommend that a volunteer found to be in violation of 
the club’s safe spaces policy be removed from the club.  In the most egregious cases, 
the VP or Outreach may recommend reporting the matter to the police. 


