Duties of Officers

President


Oversee administrative operation of the club


Open and close meetings



Introduce the Toastmaster, make special announcements


Preside at business meetings

Vice President Education


Schedule meeting assignments

Keep track of members’ progress toward educational goals

Vice President Public Relations


Generate publicity that will attract guests



Interoffice announcements, Public Service announcements


Prepare and distribute a club newsletter

Vice President Membership


Greet visitors, answer questions, introduce guests of other members


Enroll new members

Secretary


Keep records of all that occurs at meetings


Maintain the club’s membership roster


Assist in preparation of Semi-Annual Report to Toastmasters International

Treasurer


Collect dues


Keep financial records


Assist in preparation of Semi-Annual Report to Toastmasters International

Sergeant at Arms


Keep club properties: banner, lectern, gavel, timing lights, etc.


Arrange room for meeting


Greet visitors


Return room to original state after meeting

