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FOR PRESIDENT
Congratulations on your election to one of the most crucial roles of the club.
The club president position is vital to your club's success and requires much
dedication to the upcoming tasks. Your primary efforts consist of running
club meetings, creating club activities and service projects, and maintaining
communication between your board and the club desk. One of your most
important tasks is finding what works best for your club. While you are
making important club decisions, ask members for their input. Make sure to
work with your board, as well as your advisor, outside of club meetings to
ensure your club's success. All the best on the opportunity-filled year ahead.

OFFICIAL
DUTIES

Your Standout Club will be as strong as
your officer team, and that team is
designed to empower each officer to carry
out his or her own duties. When your
officers work with one another, the team’s
success will take precedence over
individual success. Below is a list of official
duties related to your position, but feel free
to add to it based on the needs of your
club.

Keep members connected
and engaged through
well-developed and frequent
programming
Develop necessary relationships
with school administrators,
club advisors and the club desk

Establish a climate of
enthusiasm, support and
open communication within
the club. Make sure all
members feel their voices
are heard and their hard
work is celebrated.
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Ensure all club and board meetings are
well planned and executed. Make sure your
meetings keep members engaged; have
clear organizational structure and follow
parliamentary procedure; have up-to-date
information from Standout Club on local,
district and international levels.
Create strategies, conduct
evaluations and work to
set goals aimed at continuous
club improvement.

Manage the club election
process. Set a date in February

Develop membership

for elections and inform

recruitment goals throughout

members about the process

the year. Once members
are inducted, be sure to
help them become actively

Assist your club officers in

involved

completing annual achievement
reports, contest and
award applications and the
necessary steps regarding
club dues.

Establish a climate of
enthusiasm, support and
open communication within
the club. Make sure all
members feel their voices
are heard and their hard
work is celebrated
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BE THE VISIONARY
Sharing a vision will set the club up for future success. Being visionary
means thinking of goals for the club and agreeing on ways to achieve and
evaluate them. Try to make sure goals are SMART: Specific / Measurable /
Achievable / Realistic / Timely A goal should be specific, described as
thoroughly and completely as possible. Each goal should be measurable;
ideally the progress and success can be identified by a percent or number.
The goal set should be achievable—reasonably difficult but not beyond the
club’s skill set. Lastly, establish a goal that can be achieved in an established
and reasonable timeline. Along the way, you’ll want to monitor the club’s
progress toward the goals. To make sure you get an honest understanding of
your progress, be sure to include your members, executive board and
advisors in the process of evaluation.

BE THE DELEGATOR

Delegating can be a challenging but necessary part of your role. It is
important to remember you are only one part of a team and you’ll need to
trust others on your team to contribute to the success of your club. When
delegating, keep in mind the following:
• Set clear expectations, responsibilities and limitations. Keep people
connected throughout the process to the overall club goals and create
individual project goals.
• Include your advisors in the process. They may have ideas about whom to
assign tasks and what kind of guidance to give.
• Choose appropriate tasks. Club members have a variety of talents, skills
and interests. Give them the chance to work on projects and tasks that fit.
Also, give them a voice in decision-making. Allow input on how to
accomplish a specific task, and use that input whenever possible.
• Be supportive and trustful. When you assign a task, allow people to learn
through the experience.
Avoid looking over their shoulder or micromanaging. Be sure the
expectations and time frames of each task are clear, so check-ins will be
productive.
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BE THE PROBLEM SOLVER
As president, you’ll be expected to solve problems. Sometimes there will be
problems with a project. Sometimes there will be problems among members.
Sometimes they’ll be your own. Whatever happens, the first thing to
remember is to keep your head on straight. Too often when problems arise,
people forget to think clearly or get caught up in emotions. When a problem
arises be sure to ask yourself and others to define the problem. Ask yourself
and others the what, where, when and with whom the problem might be
connected. If there is a problem between club members, be sure to stay
neutral and open, and listen to all sides of the story. After identifying the
problem, seek the input of people you trust as to how it might be solved.
Problem solving is an area where your advisor may have some key
knowledge or advice for you.

BE THE MOTIVATOR
At some point this year you might notice a shift. Certain members may stop
coming to meetings. Board members may drop the ball. Maybe you don’t
always feel as into your own role as you did at the beginning. A loss of
motivation is nothing to fear! Just ask yourself these questions:
Is there a loss of purpose? Do they/you still believe in the mission? Are
they/you able to connect your actions to impact?
Is there a loss of ownership? Is there freedom in how tasks/work/goals are
completed? Are individual wishes and ideas valued?
Is it something outside of the organization? Is there something in your/their
work, school or home life that is taking over focus or maybe something
you/they need to focus on instead?
After reflecting on these three questions, the next course of action is to ask
questions, to find out how you can get people back on track. If you want to
help people, you’ll sometimes need to ask hard questions. Make sure to be
sensitive and thoughtful when listening to the feedback and concerns from
members.
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BE THE ORGANISER

One of your main jobs as president is to organize your meetings.
When planning a club meeting, the following should provide a good outline:
Before the meeting
• Set an agenda.
• If a speaker or guest is expected, confirm details with them.
• Invite members of your sponsoring Kiwanis club.
• Assign someone to greet new members and make them feel welcome and
informed.
• Stick to a regular day and time.
• Meet with your advisor(s) to review the agenda and get questions
answered.
At the meeting
• Lead the meeting with support from other officers.
• Remember, your meeting is a representation of your service, so make sure
it’s organized and engaging.
• Start out with a short icebreaker or quote.
• Host guest speakers.
• Share upcoming service projects and why they need the club members’
support.
• Participate in a project. Find service ideas in the online service project
guide.
• Evaluate your last project.
• Thank everyone for attending.
After the meeting
• Clean up.
• Distribute the minutes to all attendees.
• Send greetings to members who could not attend.
• Ask members who did attend to let non-attendees know what happened
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You can also keep these 5 tips in mind when trying to help others stay
motivated:
• Be fair, honest and consistent—show no favoritism.
• Survey your membership to see what group members want or need and
provide avenues for recognition.
• Give individual attention and demonstrate your understanding of members
and accepting their strengths and weaknesses.
• Provide honest feedback—praise their successes publicly, and privately give
constructive criticism to help them learn from their mistakes.
• Involve members in goal setting and decision-making process and clarify
your expectations of members and their expectations of you.connected. If
there is a problem between club members, be sure to stay neutral and open,
and listen to all sides of the story. After identifying the problem, seek the
input of people you trust as to how it might be solved. Problem solving is an
area where your advisor may have some key knowledge or advice for you.
1. WORK HARD.
2. BE ORGANIZED.
3. COMMUNICATE.
4. ENGAGE MEMBERS.
5. SERVE YOUR CLUB, NOT THE OTHER WAY AROUND
Advice:
When people are involved, especially your friends, conflicts and problems
can get complicated. One way to begin to understand the conflict is to have
each person write out five sentences about what they believe the problem is,
why the problem exists and what they believe needs to be done to fix it. If
they only have five sentences it sometimes helps people narrow their
thoughts more, and helps you understand where things may have gotten
personal. With your advisor present, use the writings as a starting point
toward a resolution.
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FOR VICE PRESIDENT
Congratulations on being elected club vice president. The role of vice
president is very important, and the work you do this year will help
determine your club’s success. Your main focus will be supporting the
president, organizing committees and assisting with whatever else your club
needs. You might be asked to help plan and run meetings, recruit members
or host a service project. Make sure to communicate with the president and
your fellow club officers so that everyone is on the same page. Assign
committee chairs and help each committee create goals and directives. Every
club is unique, so sit down with your advisor and officers to determine
additional responsibilities for your position. All the best, and have a
wonderful year.

OFFICIAL
DUTIES

One aspect of being the vice president is
being involved in a wide variety of projects
and with a wide variety of people. The vice
president helps ensure the duties of the
president are carried out, if he or she is
unable to fulfill them. The vice president
also helps ensure the club runs smoothly
as a whole. The vice president must be
invested and involved because at any
given point there may be the need to step
into action. In order to help the other
officers, it is important to review some of
the same information they were provided.
Doing so will better prepare you for your
role. Be open about the gifts and skills you
possess and how they can benefit your
club. Be sure to talk with others on the
executive board to understand how you
might be able to best support them in their
roles.
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BE THE DESIGNER
One common role assigned to vice presidents is overseeing the committee
system. The committees will be the main opportunity you and the president
have to delegate responsibilities. Designing a strong committee system can
build a strong foundation for your club and help ensure your annual
goals are achieved. When designing committees, keep the following in mind:
• Utilize the member information form to determine on which committees
each member would like to serve.
• Assign all members to serve on at least one committee. Work with the
president and advisor to make assignments.
• Establish an expectation of committee meetings occurring monthly at club
meetings.
• Attend the monthly meetings of the committees as an ex officio member
and advisor.
• Collect all monthly committee reports and turn them in to the secretary.
• Encourage each member to be active on a committee.
Suggested committees:
Standout family relations committee
Works with the sponsoring Kiwanis club and other members of the Kiwanis
family to plan joint service, social and fundraising projects.
Public relations committee
Works to make Standout Club a household name through club newsletters,
school and local media, marketing campaigns for service projects and
fundraisers.
Program committee
Brings interesting speakers, films and entertainment to Key Club meetings
and educates all members about what Key Club is and does.
Project committee
Initiates and implements all service projects.
Social committee
Works with club officers to recognize members for their hard work.
Membership development committee
Helps invite members into the club, encourage high attendance at all club
events and works with the
public relations committee to create materials for recruitment.
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BE THE ADVOCATE
Helping organize projects and programs can be a huge part of your role. One
major area of focus for Standout Club is service-related projects and
programs. When planning service projects, ensure they have value and
meaning by including the Five Critical Elements of Thoughtful Community
Service.*
1. Seek out community needs. Make sure that you do some research about
the needs your in community before you start planning a project. Reach out
to local organizations or other community groups for ideas.
What it looks like: Your city reduces the budget for the animal shelter. Your
members are animal lovers, so you contact an animal shelter to see how your
club can help.
2. Educate members. Inform your members about the community need
you’ve discovered, the group you’ll be working with, and why it’s important
for your club to help. If they know the value of their service, they’ll be more
motivated to participate.
What it looks like: Someone from the animal shelter is invited to speak at
your club meeting before the project, or you show a video about the topic.
3. Respond to the need. Now it’s time to take action! Keep your members
motivated throughout the project by sharing encouraging words and
reminding them of the difference they’ll be making.
What it looks like: Thanks to your club, dogs are happier and the facility is
cleaner. The staff is thankful and members know their work has made a
difference.
4. Reflect. Reflection should happen immediately after the project to discuss
reactions, share stories, and explore feelings. A good reflection experience
allows members to process what they did, why it was important, and how the
service they did was meaningful to them.
What it looks like: At the next club meeting, a couple of members who are
not officers share what they did and how the service experience affected
their lives. Other members show pictures or videos they took. Some members
might even realize their love for animals could one day become a career
opportunity.
5. Evaluate and celebrate. After your group reflection, evaluate your
experience with fellow club members. Was it successful? What would you
have done differently to make it more successful?
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FOR SECRETARY
Congratulations on being elected club secretary. The role of secretary
is very important, and the work you do this year will ensure that your
club’s efforts will be documented. You will be tasked with keeping all records
for your club, including (but not limited to) meeting minutes and district
monthly reports. You will constantly collaborate with the president and vice
president to ensure that club operations run smoothly. Every club is unique,
so sit down with your advisor and other officers to determine additional
responsibilities for your position. All the best, and have a wonderful year.

OFFICIAL
DUTIES
Develop and maintain club
roster and member information
including:
a) Member’s full name, home
address, phone, and email
address
b) Date of birth
c) Date of joining the Club
d) Committee assignments and
offices held in Club
e) Chief interest in Club work

Establish or maintain organization
systems for club records.
Keep updated copies of:
a) Club bylaws
b) District bylaws and
constitution
c) Club Guidebook
Record minutes of all club meetings—
regular and board meetings.
Archive copies of current and past dues
submission, current and past magazine and
any copies of district publications.

and sports and hobbies
f) Graduation year
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FOR TREASURER
Congratulations on being elected club treasurer. The role of treasurer is very
important, and the work you do this year will help bring more recognition to
your club and members. Your job as treasurer is to ensure that the
Membership Update Center is always current, set the year’s budget and help
your club raise money for international and district-specific causes. Make
sure to sit down with your advisor and other officers to determine additional
responsibilities for your position. All the best and have a wonderful year.

OFFICIAL
DUTIES

Collect dues. In coordination with the
faculty advisor and club secretary, update
the club roster and submit dues.
Prepare the club’s budget, present it to the
board for approval and ensure that club
activities adhere to the budget.
Inform the club of its financial strengths
and weaknesses.

Inform the sponsoring
organisation of the Club’s

Maintain accurate financial records

financial status.

throughout the year, to be reviewed at any
time by members, other officers, or

Understand school and club

administration

policies regarding student
financial accounts relating to
school organizations.
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FOR TREASURER
Congratulations on being elected club treasurer. The role of treasurer is very
important, and the work you do this year will help bring more recognition to
your club and members. Your job as treasurer is to ensure that the
Membership Update Center is always current, set the year’s budget and help
your club raise money for international and district-specific causes. Make
sure to sit down with your advisor and other officers to determine additional
responsibilities for your position. All the best and have a wonderful year.

BE THE KEEPER
As the treasurer, you have been entrusted with keeping track of budgets,
records, dues and financial records. You will need to be organized, proactive
and persistent. You will need to be communicative and consistent. You will
be awesome—so let’s look at some of your most important activities:
• Preparing the budget. Basically, the budget should be a guide for planning
the year’s activities. The most important first step is getting everyone on the
same page. If your club wants to have awesome projects and activities that
cost “x” amount, they need to commit to raising “y” amount.
If your budget doesn’t reflect x

≤ y, you have a problem.

• Planning and tracking. Once you have agreed on a budget, figure out how
to keep track of incoming and outgoing funds. Come up with a plan to
determine how much to spend on each project or activity. As club members
work on projects, consistently keep them up to date on how much has been
spent and how much is left in the budget. Keep track of records showing
club’s funds are being spent appropriately. There are lots of online tools and
examples, and your district may even have some resources you can utilize.
• Managing club accounts. Standout Club is a nonprofit organization,
receiving much of its receipts from the general public. The law requires two
separate accounts for receipts and expenditures.
Service account: All monies collected from the general public must be
returned to the general public. Such money can’t be used for club
administrative costs, such as printing, conventions and conferences, or travel
to events other than service projects.
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Administrative accounts: The administrative account is the club’s operating
account—used to buy supplies, purchase advertising, send members to
conventions and conferences, etc. Funds are collected from dues, Standoutfamily members and school subsidies—and they are spent on club
administration and/or members. Funds in the administrative account can be
transferred to the service account. However, no funds from the service
account may be transferred to the administrative account.
It is helpful to note on each receipt into which account the money was
deposited. And all checks should note from which account and line item, if
appropriate, the money was drawn.
• Keeping financial records. You must keep a record of all transactions. You
can create a journal, ledger or digital resource to track income, expenses, and
balances for each account. The most important thing: record the transactions
regularly. When making a payment or disbursing money, record the
transaction amount and get a receipt or invoice.
• Exploring options. You might ask your faculty advisor: does our school
allow Standout Club to have an outside account with a bank or other
financial institution? A bank account can be a safe place to keep club funds.
If your club has or opens one, always deposit all funds raised or collected
promptly and efficiently. Never hold cash personally for any length of time.
And make sure the names of people who can write checks are updated.
Typically, that’s only the club advisor and the treasurer.

BE THE KEEPER
One of the major roles of the treasurer is to collect money. You may be
asked to collect and track contributions, payments or donations. You will
also be responsible for collecting dues from club members. StandoutClub
dues are GHS15. If you collect club dues, make sure the amount is reflected
in your club bylaws.
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Administrative accounts: The administrative account is the club’s operating
account—used to buy supplies, purchase advertising, send members to
conventions and conferences, etc. Funds are collected from dues, Standoutfamily members and school subsidies—and they are spent on club
administration and/or members. Funds in the administrative account can be
transferred to the service account. However, no funds from the service
account may be transferred to the administrative account.
It is helpful to note on each receipt into which account the money was
deposited. And all checks should note from which account and line item, if
appropriate, the money was drawn.
• Keeping financial records. You must keep a record of all transactions. You
can create a journal, ledger or digital resource to track income, expenses, and
balances for each account. The most important thing: record the transactions
regularly. When making a payment or disbursing money, record the
transaction amount and get a receipt or invoice.
• Exploring options. You might ask your faculty advisor: does our school
allow Standout Club to have an outside account with a bank or other
financial institution? A bank account can be a safe place to keep club funds.
If your club has or opens one, always deposit all funds raised or collected
promptly and efficiently. Never hold cash personally for any length of time.
And make sure the names of people who can write checks are updated.
Typically, that’s only the club advisor and the treasurer.

BE THE COLLECTOR
One of the major roles of the treasurer is to collect money. You may be
asked to collect and track contributions, payments or donations. You will
also be responsible for collecting dues from club members. Standout Club
dues are GHS15. If you collect club dues, make sure the amount is reflected
in your club bylaws.
Paying dues
There will probably be some questions about dues from your club. Most
members want to know why they pay. Well, the answer is simple: they help
pay for the things that make the program possible
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• Payment of dues is required for a student to be considered a member.
• A Standout Club must pay club dues to be in good standing and eligible for
awards and to attend district and international events.
• Your district dues help provide training to student leaders, support district
programs and support general expenses.
• National dues help create resources to support the organization at every
level. These resources include Standout yearbook, promotional materials,
posters, membership cards and pins, awards, educational training, the
StandoutClub weekly email and annual club support resources. The fiscal
year of Key Club International begins October 1 and ends September 30.
Annual dues are due December 1. Many clubs choose to pay by the early bird
deadline of November 1. As you collect dues payments, the club secretary is
gathering each member’s information to update records on the Membership
Update Center. Work with your faculty advisor and club secretary to
complete the dues submission process.

Standout Club Officers Guidelines

15

FOR THE CLUB ADVISOR
Thank you for your dedication to Standout Club. Advisors help ensure high
school service organization will be around for future generations of student
leaders. For that, we can’t thank you enough! Standout Club is a student-led
organization, and it is part of the advisor’s role to ensure this occurs within
the club. The Club advisor guide is meant to provide you with the essential
elements to support your work. In the same spirit, we are providing guides
for the officers of Key Club. These guides are meant to encourage club
leaders’ success for next year. Each guide is unique, but they all contain
common elements: job descriptions, tools to help them plan or prepare,
identified resources, websites and checklists. Officers are also encouraged to
connect with their officers for support. Each club is to be led by a student
board consisting of the president, vice president, secretary, treasurer, editor,
webmaster and class directors. These club officers are elected by their fellow
club members.

BE THE
COACH

Standout Club provides experiential
opportunities for members to develop in
many ways. Members will grow even more
when advisors are there coaching them
through their experiences. As an advisor,
you take on the responsibility to mentor
Standout Club members as they discover
their heart to serve, answer their call to
lead, and exercise the courage to engage.
Standout Club provides opportunities for
young people to:
• Develop and practice skills.
• Find and pursue interests.
• Become engaged in the world around
them in a meaningful way.
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BE THE MENTOR
An advisor’s role is to be a mentor. You share your knowledge and
experience to inspire the next generation of service leaders. Here are some
tips for mentoring club officers:
• Leadership can be taught. Leadership requires a particular set of skills that
can be developed through practice and assessment. After reviewing the
officer guides and providing time for outgoing officers to work with new
officers, let them practice by taking on new responsibilities. And then, assess
with them how it went. Continue to touch base throughout the year to
provide support, answer questions, and cheer them on.
• Let them lead. If there is a task that can be done by a member, allow them
to do it. Advisors must step back, even if members do not do it your way or
could possibly fail. It is from mistakes that we learn the most—especially if
you take the time to provide guidance afterward. The best way for Club
members to learn leadership is to take the lead.
• Be a role model. One of the most effective ways to teach youth is to model
the behavior you want to see. Advisors must behave in a way that
demonstrates the core values of StandoutClub. Empower your club officers
to be the best leaders they can be by demonstrating your own leadership
and mentoring skills to them
As an advisor, you support your club’s leadership through the election
process. Begin this process in January so officers are elected, trained and
prepared to take office by May. Here are steps you can follow to set the Club
officers up for success:
Elect officers—usually in February—with the elections committee overseeing
the process.
Allow opportunities for the newly elected officers to shadow those currently
holding office and encourage a mentoring relationship.
Transition the officers elected in February into their new positions in March.
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