Club Officer Orientation Suggested Curriculum

Use this guide to select the training topics of highest priority for club officer teams in your district.  

	1. Management Skills


	Resources for each content topic:

	Time Management
	· *Time Management (PowerPoint slides) 

· *Time Management Tips (MS Word document)

	Information Management


	· Experienced Lions share efficient filing systems, information distribution, and systems for monitoring deadlines

· Information technology chairperson

	Job Responsibilities – Club Officer Activities 


	· LCI Policy Manual 

· Standard Club Constitution & Bylaws LA-2 

· *Club Officer (PowerPoint slides) 

· Club Officer Manual LA 15

· Club Organizational Chart (LCI website)

· *Sample Club Officers Calendar (MS Word document)

· Club President’s Excellence Award DA-1 (LCI website)

· *Ceremony for Installation of Club Officers (MS Word document)

· Lions Learning Center-Introduction to Leadership course

· *Membership Reports (PowerPoint slides)

· Membership Reports instructions (LCI website)

· Activity Reports – club secretary supplies/online in 2006

· *Tail Twister (MS Word document)

· *Transfer of Power (MS Word document)



	Setting Goals/Action Plans


	· *Setting Goals (MS Word document)

· *Club Retreat (MS Word document) 

· *The Recruiting Wheel (MS Word document)

· Club Public Relations Manual PR 710 



	Mail/Email


	· Online resources

· Information technology chairperson



	Reports


	· Experienced Lion leader 


	2.  People skills


	Resources for each topic:

	Managing Meetings
	· *Improving Club Meetings (MS Word document)



	Motivating Members


	· *Motivating Club Members (MS Word document)

· *Cafeteria Plan of Service Initiatives (MS Word document)

· How Are your Ratings? LCI publication ME 15 &15B 

· Art of Recognition LCI publication LDSP 03

· Guide to Awards & Recognitions LCI publication IAD 302



	Problem Solving


	· *Team Problem Solving (MS Word document)

· *Six Steps to Resolving Conflict (MS Word document)

	Developing Leaders -Mentoring


	· Guide to Mentoring Program LCI publication MTR10 

· *Leadership (PowerPoint slides) for projection or handouts 

· Video-A World of Leaders, *video script 



	Member Recruitment & Retention


	· *Club Retreat (MS Word document)

· *Building Relationships (MS Word document)

· Guide to Mentoring LCI publication MTR 05

· Retention Clinic Guide LCI publication PRC 1

· 3 Person Membership Committee LCI publication ME 29

	2. Program Knowledge


	Resources for each topic:

	Peace Poster Contest


	· LCI public relations department, PR 778, PR 789

· LCI website resources

	LCIF 


	· LCIF publications 

· LCI website resources

· District chairperson

	Lions-Quest


	· Lions-Quest publications LCIF 303, 304, 310, 312, 315, & 324

· LCI website resources

	Leos & Children


	· LCI publications LEO 46, 5, 26, 33, 16 & 62, IAD 301

· LCI website resources

· District chairperson

	District Chairpersons as Resources


	· LCI publications 

· LCI website resources, District Organizational Chart 

· District directory

	Adopted Service Programs


	· LCI publications 

· LCI website resources, Adopted Service Programs IAD 223

· District chairperson


	4. Lions District  Information:


	Resources for each topic:



	District Goals


	· District governor



	MERL Team
	· Vice district governor

· Membership, extension, retention & leadership development chairpersons



	District Programs & Awards


	· District chairpersons

· Membership Key Awards, LCI publication ME 36

· Guide to LCI Awards and Recognition LCI publication IAD 302




