Club President

Role, Duties, and Responsibllities




What will | be learning in this
course”?

¢




Upon compl eti on of t

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

A Be able to identify what resources are available
tb BRSWRIR thE'HBSIBTPIITNIYSSresident

I Be able to fulfill the tasks related to club president

A Recognize the leadership
expectations for the position of
club president

A Be 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.

I Role of the club president T Communication

I Meetings I Leadership

I Committees I Resources

| Officer elections I Planning ahead
i Club officers

*Compl eting the course in



What Is the
Role of the Club President?
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The Role of the Club President

The president Is the chief executive officer
of the club.

The presi dent
absolute. Th
from the:

AClub as a whole
C | u bonsditution and by-laws

Alnternational Lions Clubs Constitution and By-
Laws

0sS aut hor
e positio




How do | determine which is the higher authority,
Club Constitution and By-Laws or
International Constitution and By-Laws?

A Any 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
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Who Is the Board of Directors?

The board of directors consists of the:

Aclub president
Avice president(s)
Atreasurer

Atail twister
Abranch coordinator

Aimmediate past president
Asecretary

Alion tamer

Amembership director

Aall other elected directors




The Role of the Club President

The club president presides at all
meetings of the board of directors as
well as the club.

I During meetings there are many tasks and

duties which are the responsibility of the
president.

I Detalls regarding these responsibilities will be
reviewed later in the course.




The Role of the Club President

The president Is an active member of the
di str i ct adysoweammittae ofs
the zone in which the club Is located.

I As an active member the president must:

V Attend meetings as required (zone or region)

VGive a brief report on
membership

AThe club secretary can help compile this report.







Role Quiz

The president Is the
of the club.

| chief
authority operating
officer

chief
executive
officer




Role Quiz

Club
Public
International constitution and by-laws

Board of directors

Club constitution and by-laws




Role Quiz




Role Quiz

Vice president(s)

Immediate past president
Committee chairperson
Treasurer

Lion tamer

Secretary

Branch coordinator




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.

I The club secretary can assist with distributing

Information regarding meeting times and
dates.

I It 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:
A Prepare an agenda




Presidential Role
(Pertaining to meetings)

In order to prepare a meeting agenda, the
president should:

I Communicate with officers and committee
chairpersons to gather items for the agenda

I Work with the secretary to tailor the agenda to
meet the c¢clubo6s 1 ndividual

I Ensure 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:

I Acall to order by the president

I An Introduction of any guests

I A scheduled program (guest speaker,
entertainment, etc.)

I Approval of previous mee




Presidential Role
(Pertaining to meetings)

A typical club meeting format/agenda Is
comprised of:

i The treasureros report
I Any old or unfinished business

I New business

I Adjournment by the president




Presidential Role
(Pertaining to meetings)

A Follow 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)

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

| Start and end meetings on time
I Ensure meetings run smoothly and productively

I Provide 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

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




Presidential Role
(Pertaining to meetings)

In order to run effective meetings:

A Review the Lions Learning Center course
Meeting Management

A Download and review the documenti T i me
Management Techni gueso

-

A Use 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)

A Prepare an agenda
A Follow the agenda at meetings
A Use parliamentary procedure




What IS
Nparl 1 ament ary

A body of rules followed by an assembly.

(call to order, rules for how a motion Is
approved, how to recoghn




Parliamentary Procedure

A An example of parliamentary procedure
SRobertos Rules of O
'|'

I This web site provides detailed information

regardingRobert 0s Rullhe®isof
also a FAQ section for specific questions.



http://www.robertsrules.com/

Presidential Role
(Pertaining to meetings)

A Manage group interaction




Presidential Role
(Pertaining to meetings)

Manage group interaction

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

I The 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
A The Lions Learning Center provides a

course on skills.
A The president should also be familiar with
the 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)

A Approve club meeting minutes

I The secretary will submit the club meeting minutes,
to the club president, for review prior to distribution.
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Meetings Quiz

Indicate whether each item should be included on a
club meeting agenda.

4 h

Include on agenda
Scheduled Program 35| R L )
4 B

Do not include on agenda
N 4







“ Meetings Quiz

During a club meeting, the president is responsible for:

Collecting dues

Using
parliamentary
procedure

Following
the agenda

Presi dent 0s Me .

Usin Cy agey-
parliame%tary Responsibilities:
procedure

Managing group
Managing group interaction
interaction
the agenda
Reporting on

Committees







Meetings Quiz

Which is not part of parliamentary
procedure?

Recognizing
speakers

Call to order

Approving
motions







Committees

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




Presidential Duties
(Pertaining to committees)

't 1 s the c¢club presid
standing and special committees of the
club




Presidential Duties
(Pertaining to committees)

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

I Standing committees are permanent
committees/positions within the club.

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

A This provides an organized list of potential
committees to be 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:

ITry to match member so
to their committee assignments.

W\ /\’fg/i‘/




Presidential Duties
(Pertaining to committees)

Prior to selecting specific members to serve as a

C
,
,

®
)

®

hai rperson, do some rese

Review the committee list (should be in club records)

Reviewthe me mber so afgmolri aneimbeir s 0
(top left corner of document)

Take the time to complete the Lions Learning Center
courses Effective Teams, Valuing Member Diversity and
Member Motivation

Q



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)

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

I In 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.

I If you are able to make the announcements early,
you can have committees ready to start at the
beginning of the year.
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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.
I Effective communication increases understanding of

committee responsibilities and recognition of
committee achievements

I Regular communication helps committees run
effectively and remain focused.




Presidential Duties
(Pertaining to committees)

I Communicate outside committee meetings and if
possible,

I Attend some of the committee meetings; try to make
It to one meeting per committee in your year of
service.

Communicating with committees creates an
environment of openness and helps members feel

|
"E@ involved.

—




Presidential Duties
(Pertaining to committees)

When communicating with committees,
foll ow up on pendi ng

AUse a meeting follow-up checklist

I A meeting follow-up checklist can help a
president remain organized and ensure
business is being taken care of.

AUse good leadership @

N

|




Presidential Duties
(Pertaining to committees)

The club president should review the following
Lions Learning Center courses to prepare for
working with committees:

I Delegation
I Coaching



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

Select the type of committee, standing or special:

[ Standing Committee }

{Nominating Committee }

[ Special Committee }







Committees Quiz

When appointing committee chairpersons,
It IS Important to consider a member's
and

- skills -job
- Interests -creativity

- motivation - office
- friends - experience







Committees Quiz
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Committees Quiz

Select the items to complete the statement:

Understanding _
Understanding
B Effective
Recognition committees
(of achievements)

Communication with
SHIEEINE committees will help ensure:

committees
Recognition
(of achievements)

0006







Officer Elections

The president also plays a key role In
club officer elections.




Presidential Duties
(Pertaining to officer elections)

A Ensure officer elections comply with the

constitution and
A It is the responsi

oy-laws
nility of the president to

oversee officer e

ections and ensure the

process Is open and meets deadlines.

)




Presidential Duties
(Pertaining to officer elections)

A Review
avallable on the LCI Web site

I Being familiar with this document will make
the duty of overseeing club officer elections
more streamlined.

)



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

Presidential Duties
(Pertaining to officer elections)

Al't is the presidento
appoint the nominating committee.




Presidential Duties
(Pertaining to officer elections)

A The Nominating Committee submits the
names of candidates for various club offices
to the club membership at the nomination.

A The president appoints the members who will
be part of the nominating committee.

A The nominating committee is a standing
committee.




Presidential Duties
(Pertaining to officer elections)

I Club Officer Reporting form (PU-101)

A Officer elections should be held in April and
PU-101 needs to be on file at headquarters by
May 15%.

)




Presidential Duties
(Pertaining to officer elections)

I Club Officer Reporting form (PU-101)

A Follow up with the club secretary to ensure the
Club Officer Reporting form (PU-101) is filed
with Lions Clubs International Headquarters on
time.







Officer Elections Quiz
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Officer Elections Quiz

Once officers are elected, the club
secretary should submit the
to international headquarters.

Nominating Club Election
Committee Form Form

Club Officer Club Constitution
Reporting Form 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)

A The president, vice president, secretary
and treasurer work together to run an
effective and productive club.

A The president must cooperate with the
treasurer and secretary on specific
responsibllities.




Presidential Role
(Pertaining to club officers)

A In working with the club secretary and
treasurer:

I Discuss record keeping methods

ABoth the secretary and treasurer have important
roles in keeping club records.

AUnderstanding how these records will be kept will
help the club officers work more cohesively.





































































































































