Club Officers

Key Roles and Responsibilities

___________________________________

President

· Serves as Club’s CEO, responsible for general supervision and operation of the Club

· Attends two District Officer Training Programs

· Presides over Club and Exec. Committee Meetings

· Ensures Officers are performing their duties

· Oversees achievement of Club’s DCP goals

· Voting member of District/Region Councils


_______________________________________

Immediate Past President

· Provides guidance and acts as resource

· Chairs the Nominating Committee

· Assists preparation of the DCP (Club Success Plan)


_______________________________________

Vice President Education

· Plans club meetings

· Attends two District Officer Training Programs

· Tracks members’ Manual speech progress

· Orient and assign a mentor to each new member

· Schedules Club Contests in Jan (Speech & TT) and before mid-Aug (Humorous & Evaluation)

· Schedules Successful Club Series pgms during year

· Voting member of District/Region Councils


_____________________________________

Vice President Membership

· Greets and make each guest feel welcome

· Attends two District Officer Training Programs

· Follows-up and keep track of guests, new members joining, and members not attending meetings

· Send follow-up notes to guests and encourage potential members to join

·  Collects new membership applications and dues

· Ensure new members are appropriately inducted

· Maintains attendance records and reports to Exec Committee on member frequency (retention)


________________________

Vice President Public Relations

· Promote the Club to the local media (eg, Club events, news releases)

· Attends two District Officer Training Programs

· Produces Club newsletter (where appropriate)

· Greets guests and members at meetings

_______________________________________

Secretary

· Responsible for all club records

· Club charter, Constitution and By-Laws

· Minutes, resolutions, club files

· Club correspondence

· Attends two District Officer Training Programs

· Mails the Club Officer list to TI within 10 days of the Officer elections and of any officer changes that may occur during the year

· Greets guests and members at meetings

_______________________________________

Treasurer

· Prepares a budget for approval to the Executive Committee within one month of taking office

· Attends two District Officer Training Programs

· Provides the bank with a new signature card upon taking office

· Receives and disburses funds in payment of all obligations

· Prepares/sends dues statements to members by Aug 15 and Feb 15

· Submits the semi-annual Membership Report and dues to TI by Apr 1 and Oct 1

· Presents to the Executive Committee a financial report each quarter 

· Keeps adequate financial records and submits accounts for an annual audit

_______________________________________

Sergeant-at-Arms

· Arranges the room, equipment, evaluation forms, etc, at least 10 minutes before the meeting begins

· Attends two District Officer Training Programs

· Controls club property between meetings and maintains adequate quantities of Club supplies

· Arranges for food service at meal meetings (where appropriate)

· Chairs the social and reception committee

· Ensures each meeting starts on time

Primary Source: C&L Pgm Manual (pp 77-80)
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