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Overview

Time Frame

Materials and Equipment

Introduction

Activity #1

(Energizer)

Topic Breakdown

Activity #2

Key Member 

Club Executive Workshop

This workshop will introduce members to the duties and responsibilities of holding a position on the club executive.   

25 minutes

· Multimedia/Presentation Options

· PowerPoint, Flipchart, Overhead or None.

· ‘Duties’ strips for Activity #2

Introduce yourself and your role as a Key Member.

The Sword of Zorro (8 minutes)

Split your group into two teams.  Have the teams line up and face each other.  Appoint a leader for each group.  The groups are to fight as if they have swords in their hands.  Leaders take turns delivering the strokes, progressively increasing the number of strokes they make inflict on each turn.  Each leader has five different strokes:

· As if to chop off the head, the opposing team must duck.

· As if to chop off the legs, the opposing team must jump.

· Striking to the left, the team jumps to the right.

· Striking to the right, the team jumps to the left.

· Thrusting the sword forward, the team must jump back.

Change up the leaders of each group to let everyone participate.

Being on the club executive (a single role, such as treasurer, is referred to as being an ‘officer’) involves having a leadership role within the club.  There are responsibilities and duties associated with each position.  Before doing the workshop, consider writing out a brief overview of each of the positions either on a flip chart, or overhead transparency.  You can use this workshop as your source of information, or obtain pages 52 & 53 from the Leaders’ Information Manual.

Disconnected Duties (15 minutes)

Create strips of paper, enough for each group, with the following information before the workshop (next page).  Give each group a complete pile of strips with one duty listed on each, as well as position headings for them to decide ‘who does what’.

Activity #2

(Continued)

Conclusion

After the

Workshop
President: 

Elected by the club to chair the meetings 

Prepares the meeting agenda after consulting with other officers Maintains order to the meetings 

Signing the minutes after adoption 

Vice President:  

Presides as the chairperson if the president is absent 

Assists the president  

Parliamentarian: 

Helps run meetings by knowing parliamentary procedures  

Review the club constitution annually 

Secretary: 

Records attendance 

Records and reads minutes of the previous meeting 

Handles club correspondence 

Treasurer: 

Receives all money to make deposits 

Pays bills on time

Issues receipts for money collected

News Reporter: 

Informs radio, newspapers and other news outlets (Alberta 4-H Magazine!) 

Keeps a scrapbook of clippings, reports and photographs 

While it is not something that most youth directly think about when they are in their early years of their 4-H career, all of the experiences they gather are so important when it comes to accepting more responsibility at home, community leadership, building diary points, applying to 4-H (and non-4-H) programs, first jobs, scholarships, college, university and so much more. 

If time allows, consider telling the group an appropriate personal experience regarding being on a club executive.  Ask the group if there are any questions about what was presented.  You could also answer questions about being a Key Member.  End on a positive note.

Be available for questions.

Complete your Workshop Evaluation form.

Review your Presenter’s Checklist.  Did everything go as planned?

