WHAT MAKES A GOOD LEADER?

Critical Behaviors of Successful Leaders:

Be a Facilitator, not a Dictator

Trust your followers

Respect them

Give special attention as needed

Let them know what is expected of them

Give them the tools, training, and support they need

Offer coaching or assistance

Correct or criticize in private

Praise and recognize in public

Appreciate their efforts

Help them grow and develop in knowledge and skills

Keep them informed

Treat everyone fairly

Roles and Responsibilities

This section is designed for use by:

· Chapter and Club Presidents, Vice Presidents and Area Vice Presidents
· Committee chairpersons

· Project Leaders

· Nominating committees responsible for selecting unit officer slates

It is designed to provide direction in:

· Assessing and improving your skills as a current or future unit, committee or project leader

· Assisting other members in assessing, developing or improving their leadership skills

· Selecting candidates for unit officer positions

· Identifying roles and responsibilities of unit sponsors and staff personnel

OVERVIEW

As in any quality organization, effective leadership is central to the success of the organization.  This applies to Pioneers organizations as well.  It is the guidance provided by you as a leader in setting direction for your unit, by identifying company and community needs, planning your project calendars and engaging your volunteers in implementing them that determines the success of your organization.

Developing leadership skills is included in the Pioneers mission and is one of the strategic goals of Pioneering.  Many Pioneers activities and responsibilities provide the opportunity to build leadership and team skills in company employees, which can be a significant benefit to all: the employee, the Pioneers, and the sponsoring company.

Practice and knowledge of leadership skills is critical whether your charge is to use these skills in the execution of a leadership role or to evaluate a candidate who’s being considered for a leadership role.

Leadership skills and behaviors are essential in dealings with volunteers on projects and committees, with team members on club and chapter boards, and in creating alliances and partnerships with company sponsors and community representatives.

Additional information on duties and responsibilities of the chapter, club and life member club president is outlined in the Association Pioneer Practices.

Roles and Responsibilities of Officers

In the following pages, Pioneer “units” refer to a chapter or club.  The key difference is the scope, responsibility and time involvement.  The chapter has the largest scope and responsibility, since it also sets direction for areas and clubs within the chapter.

Roles and Responsibilities

Chapter or Club President

The president is responsible for the overall success and accomplishments of that entity.  He or she must demonstrate strong leadership ability and skillfully apply the leadership dimensions that will assure success for the Pioneer unit.

The Duties of the President Include:

· Establishing the team - In concert with the executive committee, identify and select the non-elected officers and chairpersons for the year.

· Preparing the Pioneer program - Using the strategic plan, lead the team to identify the one-year goals and action plans to reach those goals

· Preparing a communications plan for chapter, area and club leaders. 

· Preparing a calendar of events – Lead the team to identify key projects by month for the year, including locations, dates, times and person responsible.

· Ensuring the compliance with legal requirements of the organization – Includes the documentation and retention of meetings – minutes, approval of budgets, approval of financial reports, compliance with the Association and chapter constitutions and by-laws, etc.

· Making presentations to Pioneer, company and civic organizations - Develop and keep current a presentation of the value of Pioneering to its customers.

· Chairing all Executive Committee and Pioneer unit meetings - Prepare an agenda with input from the committee and distribute it to all attendees.  Ensure the meeting stays on track with the agenda and that issues that cannot be resolved during the meeting are prioritized and assigned for resolution.

· Preparing periodic reports and evaluating progress - Complete reports to reflect the status of the Pioneer unit with its goals and objectives as may be required on a monthly, quarterly or annual basis.

· Attending and actively participating in sponsored community service projects, preferably with Partner and family.

· Serving as an active change agent - Inspiring and encouraging changes that improve Pioneering and the value provided to its customers.

Chapter or Club Vice President

The vice president is a member of that Pioneer unit’s leadership team (typically referred to as the executive board or e-board) and supports the president and executive board/committee.  The vice president assumes all the duties of the president in his or her absence.  To cover this eventuality, the vice president must work closely with the president and keep informed about all aspects of Pioneer activities.

The Duties of the Vice President include:

· Assisting the President in performing duties and responsibilities.  In some units the president or executive committee assigns a specific responsibility to the vice president such as membership, participation, etc.  This can vary from year to year and should be an area of Pioneering that needs strengthening.

· Performing the duties of the President in his/her absence.

· Performing functions as assigned by the President.

· Taking an active role and participating in all entity planning.

· Providing the nominating committee with leadership candidates.

· Serving as an active proponent of Pioneering.

· Fostering internal (e.g., Business Operating Units, Business Resource Groups) and external (community organizations) relationships.

Roles and Responsibilities

Area Vice President

The area vice president is a member of the chapter’s leadership team (typically referred to as the executive board or e-board) responsible for supporting clubs within a specified geographic area.  The chapter pays expenses for the area vice president for chapter-related expenses/events such as attending club or chapter meetings.  

The role of the area vice president was established to facilitate communication between the chapters and clubs, ease administration of large chapter territories, assist in training new leaders and to place additional emphasis on alignment.

The Duties of the Area Vice President include:

· Acting as alignment and strategy coordinator for area, ensuring club projects are focused on company goals (ensures appropriate attention and additional emphasis on project alignment and consistency of chapter strategy).

· Ensuring appropriate chapter focus on geographic territory considering local business presence and membership size and configuration.

· Mentoring new club officers.

· Acting as resource for club leadership team (provides advice and counsel; fields questions).

· Disseminating information between chapter and clubs. 

· Taking an active role and participating in all entity (club) planning.

Member At Large

Typically, the member-at-large is a building representative at a work location that has a large numbers of Pioneers or potential Pioneers.  The member-at-large communicates Pioneer project and activity information, coordinates with building management for space for Pioneer activities and represents employees’ interests and concerns.  Life Member clubs do not have a member-at-large since their membership consists solely of retired employees.  Each chapter’s constitution specifies the number of members-at-large both at the chapter and club level.  As elected officers of their units, the members-at-large are voting members of their respective executive committees and perform other duties as agreed on by their committees.

Life Member Representative

The life member representative is, as the title indicates, the representative of all life members (retirees) in his or her unit.  The position of life member representative typically is used at the chapter level and in mixed clubs – those that have both regular and life members – to ensure the issues and concerns of life members are adequately addressed.  Clubs consisting solely of life members or regular members do not have a life member representative.

As elected officers of their units, life member representatives are voting members of their respective executive committees.  Responsibilities include:

· Ensuring linkage and alignment of their life members with their chapter’s strategy and goals

· Representing their life members’ viewpoints and interests to their respective executive committees

· Assisting their executive committee by organizing and implementing life member programs and stimulating and promoting active participation of life members in these programs

· Acting as a liaison between their executive committee and their life members in all matters pertaining to their members

· Advising and assisting their executive committee in its efforts to ensure the adequacy of the life member organization

Roles and Responsibilities

Treasurer

Since the position of treasurer (chapter or club level) is appointed rather than elected, the treasurer is a non-voting member of the unit’s executive board.  However, because the treasurer has a close working relationship with and knowledge of many project-related issues, and is volunteering time to track the unit’s finances, the executive board should always solicit the treasurer’s input and give it special consideration.

While each executive committee determines specific duties, following are typical responsibilities of the unit treasurer:

· Adheres to highest standards of integrity

· Possesses/develops the confidence and trust of the membership

· Maintains accurate records of all transactions

· Provides timely information to Pioneers staff and  membership

· Develops an in-depth knowledge of all financial processes and procedures

· Establishes a close rapport with Pioneers Financial Administrator

Secretary

Since the position of secretary (chapter or club level) is appointed rather than elected, the secretary is a non-voting member of the unit’s executive board.  However, because the secretary generally attends every meeting or conference call of the executive board, he or she has a strong knowledge of the unit’s goals and constituency.  The executive board should always solicit the secretary’s input and give it special consideration.

While each executive committee determines specific duties, following are typical responsibilities of the unit secretary:

· Keeps the unit records of all Pioneer members

· Records and maintains minutes of executive committee meetings

· Notifies involved parties of executive committee meetings

Committee Chairs

While not unit officers, chairpersons for each committee play an integral role in the success of the unit.  Committee chairs are appointed, with the advice and counsel of the executive committee, by the president-elect of the unit before the start of the new Pioneer year.

Though there are committee-specific duties required of each chair person, all committee chairs share the following common responsibilities: 

· Selecting and training committee members

· Developing and presenting their annual committee program to the executive committee

· Coordinating and managing the committee’s activities

· Ensuring recognition and appreciation of volunteer and committee efforts

· Attending executive committee meetings when appropriate or required and making recommendations on improving operations in the unit







