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Officer and Member Responsibilities

Responsibilities of a

CLUB/DISTRICT PRESIDENT

The club/district president is a key position in the
GFWC hierarchy. The president sets the tone and agen-
da for the club or district. A club’s success relies on the
success and competence of its leadership.

THE PRESIDENT...

* Presides at all meetings using a written agenda.

» Communicates promptly and effectively, ensuring
that information flows properly to/from GFWC, state
federation, district, committees and members.

» Possesses a basic knowledge of parliamentary proce-
dure and employs it at meetings.

» Notifies the vice president, as early as possible, of an
anticipated absence and passes along gavel, agenda,
announcements and anything else that is needed for
the meeting (eg. keys).

* Attends as many district, state, region and national
meetings as possible and encourages other members
to do the same.

» Establishes and maintains a relationship with
district/state president,

* Ensures that job descriptions exist for all club/district
officer positions and that they are shared with appro-
priate officers.

* Shares GFWC national and state materials with members,
including programs and GFWC Clubwoman magazine.

» Leads her club in community activities.

» Represents her club faithfully in community organiza-
tions and meetings.

= Makes appointments wisely so that talents of mem-
bers are used effectively in service.

# Follows the proper reporting guidelines and ensures
that club/district reports and award entries meet crite-
ria and deadlines.

» Distributes club/district news to the local media, state
publications editor and the GFWC Clubwoman editor,

» Forwards club/district dues to district/state on time.

= Notifies the state of new club/district officers immedi-
ately following elections and in the event of any officer
changes. (The state will, in turn, notify GFWC.)

» Reviews and takes advantage of the GFWC List of
Available Materials

* Promotes membership by conducting regular mem-
ber orientations using membership materials available
from GFWC.

* Encourages members to subscribe to state publica-
tions and GFWC Clubwoman magazine.

» Manages any internal club/district conflict or member
concerns in a timely, diplomatic and fair manner. Seeks
assistance when needed from district, state or national
leadership.
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* Prepares a calendar and procedure book to give to
successor along with the GFWC Club Manual. Reminds
retiring officers and chairmen that their records should
be forwarded to the new officers and chairmen imme-
diately after the annual meeting.

» Performs all other duties as specified in the club/dis-
trict bylaws.

Responsibilities of a

CLUB/DISTRICT VICE-PRESIDENT

The Vice-President holds an important position. She
must be able to perform all the duties of the President
in her absence or inability to serve. The vice-president
assumes the office of the president for the unexpired
term in the event of illness, resignation or death of a
president, unless the club/district bylaws state differently.

THE VICE-PRESIDENT...

* Presides at all official meetings when the President is
absent or when the president leaves the chair to dis-
cuss a motion, and does not relinguish it until after the
question has been put to a vote. (If there is more than
one Vice-President then they shall perform the duties of
the President in order of their rank.)

» Assists the president with club administration,
program promotion, membership, etc.

* Possesses a basic knowledge of parliamentary
procedure.

» Prepares a calendar and procedure book for her
SUCCeSSOr.

» Performs all other duties as specified in the club/dis-
trict bylaws.

RESPONSIBILITIES OF A CLUB/DISTRICT
RECORDING SECRETARY

The Recording Secretary is the eyes and ears of the
club/district. Her position is vital for insuring that all
club activities and decisions are properly recorded and
preserved for club/district history,

THE RECORDING SECRETARY. ..
* Records the minutes of all club meetings.
» Adheres to the following rules concerning minutes
(see also "Preparation of Minutes"):
» Minutes should be typed and signed by the secre-
tary (never using "Respectfully Submitted")
s Minutes should be brief, omitting descriptions,
recording what was done, not what was said, and
reported in the order in which the business was pre-
sented at the meeting
* In writing motions into the minutes, specify:
= Final wording of all main motions (with any
amendments incorporated) and any motion to







