	Role
	What does the job entail?
	Skills involved – what you will develop!

	President


	· Develop a vision of what the Club can become, what it can achieve

· Put wheels in motion to actualise the vision … lead, guide, motivate, organise, be the ‘front’ person
	·  Dream, visualise

·  Plan, develop goals

·  Organise and discipline yourself so you can inspire others to do the same 

· Lead by example

· Make decisions

· Be willing to ‘stand up’ and ‘stand out’


	Role
	What does the job entail?
	Skills involved – what you will develop!

	Vice President 

Education


	·  Organise the programme for the meetings
·  Support and motivate members to achieve goals by organising when they will do speeches and other roles
	·     Organise and discipline yourself so you can make sure programmes are made available on time

·    Become methodical and meticulous

·    Work continuously on  a project keeping big picture goals in mind
·     Creative

	Role
	What does the job entail?
	Skills involved – what you will develop!

	Vice President

Membership


	·  ‘Social Butterfly’
·  It’s all about consolidating and expanding the member base
· Get to know all members, take a particular interest in their needs & organise ways to cater for these eg guest packs, social events 
	·  Develop skills  by taking an active interest in everyone around you, initiating conversation, building rapport, being nurturing, gauging members’ needs , becoming creative in finding ways of meeting those needs and attracting new members



	Role
	What does the job entail?
	Skills involved – what you will develop!

	Vice President 

Public Relations


	· Hear ye Hear ye!

· Come up with creative ideas for promoting and growing the Club & put them into action

· Contribute to and keep website up to date
	·  Develop your writing &  layout skills, put together flyers, brochures, articles, editorials

·  Develop networking skills, cold calling, canvassing

·  Become more website savvy


	Role
	What does the job entail?
	Skills involved – what you will develop!

	Treasurer


	·  ‘Show me the money’!

·  Processes and records all money transactions
	· Learn how to process money transactions, keep the books and track the money, and process applications on the internet


	Role
	What does the job entail?
	Skills involved – what you will develop!

	Secretary
	·   Receives and processes some correspondence

·  Writes and maintains minutes of Club & executive meetings
	·  Develop your listening skills, ability to summarise and accurately record conversations and events

· Develop systems for storing Club information


	Role
	What does the job entail?
	Skills involved – what you will develop!

	Sergeant at Arms
	·  ‘The assembly person & welcoming committee’

·  Gets furniture assembled & dissembled for meeting.

· Meets and greets guests and members
	· How to set up for various types of meetings
· Organise any physical equipment needed eg furniture, data projectors, laptops, microphones, urns

· Makes everyone feel welcome

· Keep proceedings running to time
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