
Club President

Role, Duties, and Responsibilities



What will I be learning in this 

course? 



Upon completion of this course you willé

ÅKnow the responsibilities of the club president as 
designated by Lions Clubs International Policy

ïBe aware of the job responsibilities

ïBe able to fulfill the tasks related to club president

ÅBe able to identify what resources are available 
to assist in the position of club president

ÅRecognize the leadership 
expectations for the position of 
club president

ÅBe able to submit required 
reports on time



Topics

Below are the topics of each section. You may 

start at the beginning and go through, or skip to 

a specific topic by clicking on the topic name. 

ïRole of the club president

ïMeetings

ïCommittees

ïOfficer elections

ïClub officers

ïCommunication

ïLeadership

ïResources

ïPlanning ahead

*Completing the course in itôs entirety will take approximately 1 hour. 



What is the 

Role of the Club President?



The Role of the Club President

The president is the chief executive officer 

of the club.

The presidentôs authority in the club is not 

absolute. The positionôs authority comes 

from the:

ÅClub as a whole

Club sconstitution and by-laws

ÅInternational Lions Clubs Constitution and By-

Laws



How do I determine which is the higher authority,

Club Constitution and By-Laws or 

International Constitution and By-Laws?

ÅAny club rule, procedure, by-law or 

constitutional provision that is contrary to the 

International Constitution and By-Laws (LA-

1) is not valid.



The Role of the Club President

The president is the chief executive officer of the 

club.
The presidentôs authority in the club is not absolute. 

The positionôs authority comes from the:

ÅClub as a whole

Club sconstitution and by-laws

ÅInternational Lions Clubs Constitution and By-

Laws

ÅAnd the club board of directors



Who is the Board of Directors?

The board of directors consists of the: 

Å all other elected directorsÅ branch coordinator

Å membership directorÅ tail twister

Å lion tamerÅ treasurer

Å secretaryÅ vice president(s)

Å immediate past presidentÅ club president 



The Role of the Club President

The club president presides at all 

meetings of the board of directors as 

well as the club.

ïDuring meetings there are many tasks and 

duties which are the responsibility of the 

president. 

ïDetails regarding these responsibilities will be 

reviewed later in the course.



The Role of the Club President

The president is an active member of the 
district governorôs advisory committee of 
the zone in which the club is located.

ïAs an active member the president must:

VAttend meetings as required (zone or region)

VGive a brief report on the clubôs activities and 

membership

ÅThe club secretary can help compile this report.





Role Quiz

The president is the 

_____________ of the club.

authority
chief 

operating 

officer

chief 

executive 

officer

judge



Club

Public

International constitution and by-laws

Board of directors

Club constitution and by-laws

Role Quiz

The authority of the president comes from all the following 

EXCEPT:



Role Quiz

A club can have a rule which 

contradicts the International 

Constitution and By-Laws

TRUE FALSE

Any club rule in contradiction to the 

Lions Clubs International Constitution and By-Laws 

is not a valid rule. 



Immediate past president

Committee chairperson

Treasurer

Lion tamer

Secretary

Role Quiz
Which of the following positions are on the clubôs board of 

directors?

Branch coordinator

Vice president(s)



Meetings

As the chief executive officer of the 

club, the president plays a key role in 

meetings.



Presidential Duties
(Pertaining to meetings)

The club president issues the call for regular 

meetings/special meetings of the board of 

directors and club.

ïThe club secretary can assist with distributing 

information regarding meeting times and 

dates. 

ïIt is important to ensure ample time between 

notification and meeting (for special 

meetings) for better attendance.



Presidential Role
(Pertaining to meetings)

The club president must also:

ÅPrepare an agenda



Presidential Role
(Pertaining to meetings)

In order to prepare a meeting agenda, the 

president should: 

ïCommunicate with officers and committee 

chairpersons to gather items for the agenda

ïWork with the secretary to tailor the agenda to 

meet the clubôs individual needs

ïEnsure the agenda is accurate and includes all 

required items and points of discussion



Presidential Role
(Pertaining to meetings)

A typical club meeting format/agenda is 
comprised of:

ïA call to order by the president 

ïAn introduction of any guests 

ïA scheduled program (guest speaker, 
entertainment, etc.)

ïApproval of previous meetingôs minutes 



Presidential Role
(Pertaining to meetings)

ïThe treasurerôs report 

ïAny old or unfinished business 

ïNew business

ïAdjournment by the president

A typical club meeting format/agenda is 
comprised of:



Presidential Role
(Pertaining to meetings)

ÅPrepare an agenda

ÅFollow the agenda at meetings



Presidential Role
(Pertaining to meetings)

During meetings the president presides over the 
meeting and agenda. It is the president who 
ensures the agenda is followed. 



Presidential Role
(Pertaining to meetings)

ïStart and end meetings on time 

ïEnsure meetings run smoothly and productively

ïProvide a base for executive decisions from the 
president for the removal or change in order of 
agenda items based on time, importance and 
response from members

ÅThese decisions are necessary in order to run an 
effective meeting.

The creation of an agenda and subsequent use of 
the agenda will:



Presidential Role
(Pertaining to meetings)

ÅReview the Lions Learning Center course 

Meeting Management 

ÅDownload and review the document ñTime 

Management Techniquesò

In order to run effective meetings:

ÅUse a pre- or post-

meeting checklist to 

ensure all items are 

covered and follow-up is 

completed. 

http://lci.iperformonline.com/guest/login_lci.asp?CourseID=39&RL=1
http://www.lionsclubs.org/EN/member-center/leadership-development/news-train-leader-tools.php
http://www.lionsclubs.org/EN/member-center/leadership-development/news-train-leader-tools.php


Presidential Role
(Pertaining to meetings)

ÅPrepare an agenda

ÅFollow the agenda at meetings

ÅUse parliamentary procedure



What is 

ñparliamentary procedure?ò

A body of rules followed by an assembly. 

(call to order, rules for how a motion is 

approved, how to recognize speakers, etcé)



Parliamentary Procedure

ÅAn example of parliamentary procedure 

is Robertôs Rules of Order

ïThe official web site.

ïThis web site provides detailed information 

regarding Robertôs Rules of Order. There is 

also a FAQ section for specific questions.

http://www.robertsrules.com/


Presidential Role
(Pertaining to meetings)

ÅPrepare an agenda

ÅFollow the agenda at meetings

ÅUse parliamentary procedure

ÅManage group interaction



Presidential Role
(Pertaining to meetings)

Manage group interaction

ïAs the president presides over meetings, 
there may be times when conflict arises. 

ïThe president is the standing authority at 
meetings and must understand how to 
manage these types of interactions. 



Presidential Role
(Pertaining to meetings)

Manage group interaction

ÅThe Lions Learning Center provides a 
course on Conflict Resolution skills.

ÅThe president should also be familiar with 
the Dispute Resolution Guidelines for 
conflicts requiring mediation.

http://lci.iperformonline.com/guest/login_lci.asp?CourseID=126&RL=1
http://www.lionsclubs.org/EN/common/pdfs/dispute_guide.pdf


Presidential Role
(Pertaining to meetings)

ÅPrepare an agenda

ÅFollow the agenda at meetings

ÅUse parliamentary procedure

ÅManage group interaction

ÅApprove club meeting minutes
ïThe secretary will submit the club meeting minutes, 

to the club president, for review prior to distribution. 





Meetings Quiz

New BusinessTreasurerôs ReportCall to OrderReading of minutesScheduled Program

Indicate whether each item should be included on a 

club meeting agenda.

Do not include on agenda

Include on agenda





Presidentôs Meeting 

Responsibilities:

Meetings Quiz

Collecting dues

Managing group

interaction

Using 
parliamentary

procedure

Following 

the agenda

Reporting on

Committees

During a club meeting, the president is responsible for: 

Following 

the agenda

Using 
parliamentary

procedure

Managing group

interaction





Meetings Quiz

Which is not part of parliamentary 

procedure?

Call to order
Recognizing 

speakers

Chaos
Approving 

motions





Committees

Every club has members in 
committees. The president has many 
duties pertaining to club committees. 



Presidential Duties
(Pertaining to committees)

It is the club presidentôs duty to appoint the 
standing and special committees of the 
club



Presidential Duties
(Pertaining to committees)

ïStanding committees are permanent 
committees/positions within the club.

ïSpecial committees are committee appointed for 
a limited time period to perform a special function.

ÅThis chart provides an organized list of potential 
committees to be appointed by the club president. 

There are two types of committees that are 
appointed by the club president.

http://www.lionsclubs.org/EN/common/pdfs/ClubOrgChart.pdf


Presidential Duties
(Pertaining to committees)

The chairperson of each committee will be the 
point of contact for the committee as well as 
a leader for the committee members. When 
selecting individuals for a position as 
committee chairperson:

ïTry to match membersô skills and knowledge 
to their committee assignments.



Presidential Duties
(Pertaining to committees)

Prior to selecting specific members to serve as a 

chairperson, do some researché

ïReview the committee list (should be in club records)

ïReview the membersô applicationsfor membersô interests 

(top left corner of document)

ï Take the time to complete the Lions Learning Center

courses Effective Teams, Valuing Member Diversity and 

Member Motivation

http://www.lionsclubs.org/EN/common/secure-pdf/me6b.pdf
http://lionsclubs.org/EN/member-center/leadership-development/lions-learning-center.php
http://lci.iperformonline.com/guest/login_lci.asp?CourseID=70&RL=1
http://lci.iperformonline.com/guest/login_lci.asp?CourseID=148&RL=1
http://lci.iperformonline.com/guest/login_lci.asp?CourseID=103&RL=1


Presidential Duties
(Pertaining to committees)

Selecting members to serve on committees where 

their skills and knowledge are an asset can 

increase club member satisfaction. 

In addition, the effectiveness of committees can 

increase when led by an individual with 

experience, dedication and an interest in their 

assigned committee.   



Presidential Duties
(Pertaining to committees)

ÅAppoints standing and special committees of 
the club

ïChairpersons appointments may be announced 
prior to the club president officially taking office. 

ïIn order to appoint chairpersons early, the 
incoming club president will need to receive 
permission from the current club president.



Presidential Duties
(Pertaining to committees)

There are benefits to appointing your 

committee chairpersons early. 

ïIf you are able to make the announcements early, 

you can have committees ready to start at the 

beginning of the year. 



Presidential Duties
(Pertaining to committees)

It is important for the president to cooperate 
with chairpersons to ensure regular 
functioning and reporting of committees



Presidential Duties
(Pertaining to committees)

The president should communicate regularly with 

committee chairs. 

ïEffective communication increases understanding of 

committee responsibilities and recognition of 

committee achievements

ïRegular communication helps committees run 

effectively and remain focused.



Presidential Duties
(Pertaining to committees)

The president should communicate regularly with 

committee chairs.

ïCommunicate outside committee meetings and if 

possible, 

ïAttend some of the committee meetings; try to make 

it to one meeting per committee in your year of 

service. 

ïCommunicating with committees creates an 

environment of openness and helps members feel 

involved.



Presidential Duties
(Pertaining to committees)

When communicating with committees, 

follow up on pending óbusiness.ô

ÅUse a meeting follow-up checklist

ïA meeting follow-up checklist can help a 

president remain organized and ensure 

business is being taken care of. 

ÅUse good leadership



Presidential Duties
(Pertaining to committees)

The club president should review the following 

Lions Learning Center courses to prepare for 

working with committees:

ïDelegation

ïCoaching

http://lci.iperformonline.com/guest/login_lci.asp?CourseID=38&RL=1
http://lci.iperformonline.com/guest/login_lci.asp?CourseID=3&RL=1




Committees Quiz

Special Committee

Standing Committee

Membership CommitteeStrides Walk CommitteeLeo Club ProgramNominating Committee

Select the type of committee, standing or special:





Committees Quiz

When appointing committee chairpersons, 

it is important to consider a member's 

___________ and ___________.

- skills

- interests

-job

-creativity

- motivation

- friends

- office

- experience





Chairperson appointments can be announced at 

any point before the president takes office. 

The incoming president must receive permission, 

from the current club president, to announce 

chairperson appointments prior to officially taking 

office.

Committees Quiz

TRUE FALSE





Communication with 

committees will help ensure:

Committees Quiz

Understanding

Neglect

Effective 

committees

Recognition 
(of achievements)

Focus

Select the items to complete the statement:

Understanding

Recognition 
(of achievements)

Effective 

committees

Focus





Officer Elections

The president also plays a key role in 

club officer elections. 



Presidential Duties
(Pertaining to officer elections)

ÅEnsure officer elections comply with the 

constitution and by-laws

ÅIt is the responsibility of the president to 

oversee officer elections and ensure the 

process is open and meets deadlines.



Presidential Duties
(Pertaining to officer elections)

ÅReview Club Election Guidelines 
(lg22.pdf) available on the LCI Web site

ïBeing familiar with this document will make 

the duty of overseeing club officer elections 

more streamlined.

ÅEnsure officer elections comply with the constitution and 

by-laws

http://www.lionsclubs.org/EN/content/pdfs/lg22.pdf
http://www.lionsclubs.org/EN/content/pdfs/lg22.pdf


Presidential Duties
(Pertaining to officer elections)

ÅIt is the presidentôs responsibility to 

appoint the nominating committee.

ÅEnsure officer elections comply with the constitution and 

by-laws



Presidential Duties
(Pertaining to officer elections)

ÅThe Nominating Committee submits the 

names of candidates for various club offices 

to the club membership at the nomination.

ÅThe president appoints the members who will 

be part of the nominating committee. 

ÅThe nominating committee is a standing 

committee. 



Presidential Duties
(Pertaining to officer elections)

ÅEnsure officer elections comply with the constitution 

and by-laws

ïAppoint nominating committee

ïClub Officer Reporting form (PU-101)

ÅOfficer elections should be held in April and 

PU-101 needs to be on file at headquarters by 

May 15th. 



Presidential Duties
(Pertaining to officer elections)

ÅEnsure officer elections comply with the constitution 

and by-laws

ïAppoint nominating committee

ïClub Officer Reporting form (PU-101)

ÅFollow up with the club secretary to ensure the 

Club Officer Reporting form (PU-101) is filed 

with Lions Clubs International Headquarters on 

time.





The president elects club officers for the following 

year.

The president appoints a nominating committee 

who submits the names of candidates for club 

offices. All club members vote on candidates. 

Officer Elections Quiz

TRUE FALSE





Officer Elections Quiz

Once officers are elected, the club 

secretary should submit the ___________ 

to international headquarters.

Nominating 

Committee Form
Club Election 

Form

Club Officer 

Reporting Form

Club Constitution 

and By-laws





Club Officers

The president works with other club 

officers to ensure the club runs 

smoothly and tasks are accomplished.



Presidential Role
(Pertaining to club officers)

ÅThe president, vice president, secretary 

and treasurer work together to run an 

effective and productive club. 

ÅThe president must cooperate with the 

treasurer and secretary on specific 

responsibilities.



Presidential Role
(Pertaining to club officers)

ÅIn working with the club secretary and 

treasurer:

ïDiscuss record keeping methods

ÅBoth the secretary and treasurer have important 

roles in keeping club records. 

ÅUnderstanding how these records will be kept will 

help the club officers work more cohesively.
























































































