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President

As the club leader, the president helps members develop as leaders and works to ensure that the club's professional and leadership development activities and community and international service projects are successfully promoted and completed.

Under the leadership of the Rotaract club president, club members plan professional development activities, leadership training, community and international service projects, fundraisers, and social events.

Responsibilities:
· Maintains club operations, delegating responsibilities and establishing meeting schedules
· Develops a plan for the year as early as possible
· Presides over all meetings of the club and its board of directors 
· Appoints all standing and special committees, with board approval, and follows up on committee progress with the help of the president - elect 
· To help facilitate communication via email, clubrunner and club bulletins
· Should receive the club bulletins or newsletters featuring the outstanding Rotaract club projects or activities from local Rotary Clubs and District
· Moderate board communications and voting matters via email or group chats (currently facebook)
· Coordinate speakers for each club meeting














President-Elect 

The club president-elect can serve more effectively by understanding the year's goals, projects, and activities, and being well versed in community and Rotary resources. To that end, it is important that the club president and president-elect work together as a team. A well-organized and responsible vice president is often the key to a successful Rotaract year. The president-elect can reduce the administrative load, allowing time for the president to develop new and exciting club projects and activities.

Responsibilities:
· Presides at all meetings when the president is absent 
· Assists the president in ensuring the club meets any required deadlines
· Assist the president in any and all tasks that come up
· Begin planning tenure as president
· Assist Secretary/Membership Chair in documenting meeting minutes in their absence
· Attend speaking engagements with the president to increase consistency and show cohesion among the board
· Promptly participate in board communications and voting matters via email or group chats (currently facebook)
· Facilitate a minimum of one volunteer event per month
















Secretary

The Secretary ensures that an accurate record of club events, attendance and meetings is taken and stored within clubrunner. These records are permanently available for reference at any point in the future. The Secretary works in tandem with the Membership Chair.

Responsibilities:
· Maintains all club records
· Takes the minutes for all board and club meetings (when necessary)
· Ensures the president receives the minutes in a timely fashion
· Upload all meeting minutes into Club Runner
· Assists the president in ensuring the club meets any required deadlines
· Promptly participate in board communications and voting matters via email or group chats (currently facebook)
· Upload member make-ups
· Close attendance in Club Runner after each meeting is recorded 

Special requirements:
· Must be very detail oriented and organized
· Must have good communication skills
· Ability to multi-task and meet deadlines











Membership Chair

The Membership Chair acts as a friendly face to all new members, and collects accurate contact information. Membership Chair manages the friends and member lists via clubrunner. The Membership Chair works in tandem with the Secretary.

Responsibilities:
· Assist new members in integrating into the club
· Ensure new members complete social media policy and new members form
· Uploads new member information into club runner and maintains email lists
· Keep track of new members for induction
· New Members are now classed as Honorary Members 
· Manage the Member list and connect with members that are not attending meetings
· Assist Secretary in documenting meeting minutes in their absence
· Promptly participate in board communications and voting matters via email or group chats (currently facebook)

Special requirements:

· Must be very detail oriented and organized
· Must have good communication skills
· Ability to multi-task and meet deadlines














Treasurer

As the collector and disburser of club funds, the treasurer is responsible for the club's solvency and financial stability. In preparing for this assignment, the treasurer should meet with the previous treasurer.

Responsibilities:
· Available for consult on any funding requests
· Collects dues and all funds raised by the club
· Pays all club bills and reimbursements for club expenses
· Reports the club's financial status on a quarterly basis
· Promptly participate in board communications and voting matters via email or group chats (currently facebook)
















Past President

The (immediate) Past President remains on the board the year immediately following their tenure as President to ensure continuity in leadership and act as an advisor to the new President and board. 

Responsibilities:
· To assist in presiding over meetings if the President and President Elect are absent 
· Assist President Elect in board recruitment and training
· Promptly participate in board communications and voting matters via email or group chats (currently facebook)
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