Officers Activities
President:  


Club’s chief executive officer 


General supervision and operation of the Club


Presides at Club and Executive Committee meetings


Directs the Club to meet the educational growth and leadership needs of members


Establishes long-term and short-term plans for Club growth 


Attends and votes at Area and District council meetings

Immediate Past President: 


Provides guidance and serves as a resource to Club officers and members


Chairs the Nominating Committee


Assists in the preparation of the Club Success Plan


Promotes the Club’s efforts to become a Distinguished Club 

Vice President Education:  


Is responsible for planning successful Club meetings


Promotes the Toastmasters educational program to Club members


Orients new members to the Toastmasters program and to the Club


Makes sure each new member is assigned a mentor


Arranges Success/Leadership Programs to be conducted


Administers speech contests


Presides in the absence of the President


Attends and votes at Area and District council meetings

Vice President Membership:  


Plans, organizes, and implements a continuous program to keep current members and attract new ones.  


Works with groups inside and outside of Toastmasters to promote Club membership and membership retention


Provides for recognition of members who contribute the increase of membership


Serves as Chairman of the Membership Committee

Vice President Public Relations: 


Develops, implements, and administers a publicity program 


Is responsible for internal and external public relations for the Club


Publicizes Club events


Works with Club officers to develop literature about the Club

Secretary:  


Is responsible for all Club records and correspondence


Keeps the Club Constitution and Bylaws and all other official Club documents


Submits updated membership and officer records to World Headquarters


Prepares and mails orders for Toastmasters supplies


Records minutes of the Club meetings.

Treasurer:  


Is responsible for developing and executing financial policies, procedures, audits, and controls


Receives and disburses funds in payment of all obligations


Provides the bank with a new signature card


Develops and recommends a budget to the Club Executive Committee


Notifies members of dues payable and collects the dues


Presents a verbal and written financial report monthly


Submits Club accounts for audit


Responds to Internal Revenue Service or other government agency inquiries


Makes sure the Club has an Employer Identification Number.

Sergeant-At-Arms: 


Serves as master host


Makes the proper physical arrangements for all Club meetings


Makes sure each member and guest is welcomed at Club meetings


Arranges room and equipment for each meeting


Arranges for food at meal meetings


Controls Club properties between meetings.

