ADMINISTRATION CHAIR 
SESSION 2: YOUR ROLE
(60 minutes)


RELEVANCE: As chair of a club committee, you will be responsible for certain tasks that keep your club active and functioning smoothly.
	IDEA EXCHANGE
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· Best for discussing topics that are familiar to participants
· Guided by a trainer to keep discussion on topic and give everyone a chance to speak
· Activities allow participants to apply ideas 
· Seating arranged in a U shape
· Maximum group size: 30


Learning objectives
At the end of this session, participants will:
· Understand their responsibilities as the club administration committee chair
· Create an engaging agenda or format for a club meeting 
Before the session
· Get input from past club administration chairs on their roles or consider asking one to lead the session.
· Consider any district or regional issues related to this topic.
· Choose the key messages, discussion questions, and activity, and plan your session based on the needs of participants.
· Decide whether you will use the PowerPoint template or a flip chart. 
· Review the resources listed below.
Resources
· Club Administration Committee Basics courses in the Learning Center
· Practicing Flexibility and Innovation course
· Be a Vibrant Club: Your Club Leadership Plan
· The Club Flexibility page on My Rotary
During the session
· Welcome participants and introduce yourself. 
· Review the learning objectives. 
· Highlight these key messages: 
· Your job description and responsibilities are located in the Get Ready: Club Administration Committee course in the Learning Center. Your club may give you additional responsibilities.
· Designing club meetings that are relevant and engaging is key to membership satisfaction and club growth.
· One of your responsibilities is to keep members informed. When members are informed, they feel included and are more likely to get involved.
· If applicable, select committee members who can maintain your club website and social media pages, develop a club newsletter, or have other skills related to your committee’s responsibilities.
· Use these discussion questions to get the conversation going:
· Which of your responsibilities do you see as the most important and the most challenging?
· What goals will your committee work on this year? 
· How will you work with your club president and other committees to create positive club experiences?
· What creative meeting formats are you thinking of introducing to your club?
· How would you keep club members informed of club and district activities as well as Rotary news?
· Lead one of the activities below.
· At the end of the session:
· Review the learning objectives.
· Ask participants to write down one idea they’ll use from the session.
Activities
Choose an activity:
1. Planning creative meeting agendas (30 minutes)  
· Have the participants work in pairs.
· Hand out the Sample Format for Meetings chart.
· Ask the pairs to choose a meeting format and to create their meeting agendas by adding different ideas. Refer to the handout for sample meeting formats. Give participants 20 minutes to complete their agendas.  
· Ask participants to write down one new idea they’ll try at their club meetings. 

2. Define what makes a positive club experience (30 minutes)
· Divide participants into groups of four. 
· Provide each group with flip chart sheets.
· Instruct each group to discuss what makes a positive club experience and record their thoughts on the flip chart sheet. Allow 20 minutes for discussion.
· During the last 5 minutes of the activity, ask groups to share their thoughts with the larger group. 
· Have each participant select three ideas from the discussion that they can take back to their club to make their club experience more positive.



SAMPLE FORMAT
FOR MEETINGS



This chart gives examples of meeting formats and how clubs have used them.


	SAMPLE FORMAT FOR MEETINGS

	REGULAR MEETINGS
	SOCIAL EVENTS

	· Allow time for members to share ideas for making the community better.
· Use meeting time to plan activities and projects.
· Offer members the option to participate virtually if they can’t make the meeting in person.
· Have members speak about themselves rather than booking a guest speaker.
· Give each meeting a different theme.
· Rotate meeting locations.
· Make meals optional.
· Discuss Rotary business for the first half of the meeting and use the second half for fun activities.
· Invite prospective members to speak as industry experts on topics related to your projects.

	· Hold an annual retreat with your club to have fun and reflect on the work you’ve done in the past year.
· Meet once a month at a restaurant or other venue to socialize.
· Plan events and outings that include family members and Rotaractors year-round.
· Celebrate personal milestones and other special occasions that are important in your members’ lives.

	NETWORKING AND TRAINING EVENTS
	SERVICE PROJECTS

	· Hold a networking meeting to build relationships and rapport with one another.
· Conduct a networking event with business professionals in the community to increase the visibility of your club, bring in new members, and form potential partnerships.
· Plan a training event to enhance members’ leadership skills or teach them a new skill that will help them carry out a project.
	· Partner with other organizations to expand your outreach.
· Make sure members are involved in activities that genuinely interest them.
· Create regular opportunities to volunteer in the community together and discuss the experience in a subsequent meeting.
· Ask newer or younger members to propose and lead service projects, with an experienced member to guide them.



ADMINISTRATION CHAIR 
SESSION 3: DEVELOPING GOALS
(60 minutes)



RELEVANCE: Annual and long-range goals will help the committee remain focused and successful.

	WORKSHOP
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· Best for learning practical skills or giving participants deeper understanding through an interactive activity
· Led by experts
· Seating arranged in groups, with enough space for facilitator to move freely among participants



Learning objectives
At the end of this session, participants will:
· Develop goals that support their club’s strategic plan
· Identify resources to help achieve these goals
Before the session
· Consider involving past or current administration committee chairs in the workshop. 
· Consider any district or regional issues related to this topic. 
· Review the key messages and activity, and plan your session based on the needs of participants.
· Decide whether you will use the PowerPoint template or use a flip chart.
· Review the resources listed below.
Resources
· Rotary Club Central
· Rotary Citation
· Strategic Planning Guide
· Rotary Club Health Check
During the session
· Welcome participants and introduce yourself. 

· Review the learning objectives.
· Review the resources.
· Highlight these key messages: 
· There are benefits to setting both short-and long-range goals.
· Set goals that are specific, measurable, achievable, realistic, and timely.
· Consider how you can work with other club leaders to achieve your goals.
· Lead the activity below. 
· At the end of the session:
· Review the learning objectives.
· Ask participants to write down one idea they’ll use from the session. 
Activity
Identify goals and resources (40 minutes)
· Give the Developing Goals worksheet to each participant.
· Ask participants to write down on the worksheet at least three goals they want to accomplish in their new role. For each of their goals, they should think about what support they will need to achieve it, and how long it may take. Give participants 15 minutes to complete the worksheet. 
· Ask participants to form groups of three or four to discuss their goals and provide each other feedback. Allow 15 minutes for discussion. 
· For the last 10 minutes of the activity, ask participants to share a goal they plan to implement in their clubs with the entire group. 











Use this worksheet to draft at least three goals you would like to achieve in your role. WORKSHEET: 
DEVELOPING GOALS



	Goal 1:
Support needed:
Timeline:

	Goal 2:
Support needed:
Timeline:

	Goal 3:
Support needed:
Timeline:
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ADMINISTRATION CHAIR
SESSION 4: CASE STUDIES
(60 minutes)


RELEVANCE: As a committee chair, you might encounter challenges. This session will allow you to practice problem-solving and conflict resolution skills

	WORKSHOP
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· Best for learning practical skills or giving participants deeper understanding through an interactive activity
· Led by experts
· Seating arranged in groups, with enough space for facilitator to move freely among participants



Learning objectives
At the end of this session, participants will:
· Identify challenges that a club committee chair may face
· Practice strategies for problem-solving
Before the session
· Consider involving a conflict resolution expert or a past club committee chair in the workshop. 
· Consider any district or regional issues related to this topic.
· Choose the key messages and activity option you will use, and plan your session based on the needs of participants.
· Review the case studies and consider revising them to meet the regional needs of your participants.
· Decide whether you will use the PowerPoint template or use a flip chart.
During the session
· Welcome participants and introduce yourself. 
· Review the learning objectives.
· Highlight these key messages:
· One of your responsibilities is being prepared to handle challenging situations. 
· You can successfully meet these challenges by:
· Adapting your leadership style to fit the situation 
· Communicating effectively
· Inspiring others with your vision
· Collaborating with other club leaders
· Lead the activity below. 
· At the end of the session:
· Review the learning objectives.
· Ask participants to write down one idea they’ll use from the session. 
Activity
Develop problem-solving strategies (40 minutes; choose Option 1 or Option 2)
Option 1
· Give the Case Studies worksheet to each participant.
· Divide participants into four groups and assign each group a case study.
· Ask groups to discuss their assigned case study and answer the questions on the worksheet. Allow 20 minutes for discussion.
· If time allows, have groups discuss another case study or discuss a challenge in their own clubs.
· During the last 15 minutes of the activity, ask each group to share their responses with the entire group.
· Ask participants to write down one challenge in their club that they can address with the problem-solving strategies. 
[bookmark: _GoBack]Option 2 
· Give the Case Studies worksheet to each participant.
· Have participants work in pairs to discuss and complete all case studies. Allow 20 minutes for discussion. 
· During the last 15 minutes of the activity, ask various pairs to share their responses with the entire group.
· Ask participants to write down one challenge in their club that they can address with the problem-solving strategies. 


ADMINISTRATION CHAIR WORKSHEET: CASE STUDIES

The following scenarios describe potential challenges for a person in your role. Read each one and answer the questions. Use the grid to determine how to address each challenge.
Case Study 1
The Rotary Club of Willabee has 45 active members. Recently, attendance at weekly meetings has dropped significantly. You’ve heard several members complain that the weekly meetings are boring. 
How would you gather feedback about club meetings from your members? 

How would you involve other committees and club members to create meetings that are more interesting and engaging? 

	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1



	
	
	
	

	2



	
	
	
	

	3



	
	
	
	



Case Study 2
Your committee has been busy working on updates to club meetings and a communication plan for members. These proposed changes include meeting at different times in different venues, and having a service project day in place of a traditional meeting. You’re very excited about these changes, and you have given them to the club president for approval. Despite repeated requests, the president has not responded to you or approved the changes.
How can you make sure the club president understands the need for these changes and their timely approval?



Who in your district can you ask for advice?



	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1



	
	
	
	

	2



	
	
	
	

	3



	
	
	
	




Case Study 3
You have noticed groups forming in your club. The longtime members always sit at the same table and talk a lot during the meeting. The newer members don’t look excited to be there. You want your club to be welcoming to new members and guests.
How can you modify the club meeting, projects, and events to get members to intermingle more? 



How can you get members to welcome and engage with guests?


	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1



	
	
	
	

	2



	
	
	
	

	3



	
	
	
	






Case Study 4
Club leaders want to start a themed speaker series to give meetings more focus and inspiration. Finding new and diverse speakers who are connected by a theme is proving very time-consuming.
How would you choose what themes are important to your club? How do you qualify your speakers? 



How might you find and coordinate speakers? What talking points would you prepare to make your event attractive to your potential speakers?



	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1



	
	
	
	

	2



	
	
	
	

	3
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