
SO, YOU'VE BEEN ELECTED

WHAT HAPPENS NOW?

This is  a time to review and reflect on your campaign on your promises. By running and winning, you've accepted a big responsibility; you denied the other candidates the opportunity of doing what they thought was best so you have to prove yourself the best. leader to the other candidates, your supporters, your advisor, and your fellow candidates as well as to those who voted against you. Set your goals high 

You’re probably familiar with many qualities of leadership -- a good speaking voice, proper dress, and someone who is courteous, friendly, conscientious, and democratic, to name a few. Take a deeper look into the realm of leadership 

LEADERSHIP QUALITIES 

A good leader must have initiative. He or she must be ready to swing into action without being pushed.

Good leaders don’t have to be led. For example a good leader will not wait for the Interact Advisor to remind him that he needs a committee to run the refreshment stand Friday night. As a leader you must show some initiative, or you're not a leader, you’re a follower.

A good leader must be enthusiastic. He must be supercharged with dedication. The basis for good school spirit is leaders who are dedicated and enthusiastic. Your peers will be inspired by your energy.

One of the indispensable qualities of good leaders is that they accept responsibility and have the perseverance to see a job through. These responsibilities include everything from planning a project to cleaning up after it's over, from invitations to thank you's, from bills incurred to bills paid.

How many times have you seen an activity planned with enthusiasm, students have persevered to fruition, and then the Advisor is left to clean-up the mess because the students wanted to spend the evening with their boyfriend or girlfriend? This obviously is not the advisor's responsibility, it's yours. It may not be your job to do personally, but it's your job as a leader to see that it's done.

Another important quality is integrity. Determining right from wrong, leading in a positive direction for the greatest common good, not misusing the powers delegated to a leader - this is integrity
FULFILLING THE NEEDS OF YOUR CONSTITUENCY

As a successful leader you have to fulfill the needs of the people you serve. Let's take a look at some of these needs. Everybody needs to have successes, be best at something. But there can be only one best - one best leader, one best basketball player. After that, it's second best. Successes, when measured by being best, are scarce. But if we look at success as becoming better or as progress, then every student you know can have some. What can you do to help the Interactors in your school have successes?

Keep in mind that it's no fun to have success unless people know about it. We want recognition, attention, and appreciation. When you were elected, you looked to see if your name was in the school paper, didn't you? The simplest way to give recognition is to say, “Thank you.” Did you ever do something for somebody and have the feeling they didn't appreciate it a bit? As a leader you must give recognition to those who helped you. You can't take all the credit.

Another need is the need for adventure. If there is no adventure, people are bored. As young people you have lots of adventures, but you need to look inside your groups for those students who don't seem to be involved. Don't rely on the same people all the time, work on those who seem to be shy so you can give them some adventure.

Everybody needs a cause or a goal. We need to know what we have to do and where we want to go. If we don't have a picture of how we want life to be ten years from now, how are we going to make it come true? We need to stand for something that is bigger than we are. We need to set our goals, but as leaders we need to help individual members of our group to set goals by themselves.

Everyone needs to feel like he belongs and is accepted. As leaders, you have to help people to get involved. Make contact with new students and make them feel welcome.

Here's a challenge for you. Now that you've been elected, will you use the qualities you have to the best of your ability and in the best interest of your peers?

ROLE OF THE ADVISOR

Each year many of the Interact officers and representatives are new to their positions. The difficulties and “growing pains” they experience are considerably lessened by an effective Interact Advisor. As a faculty member, the advisor gives the Interact club an  important perspective on student problems and attitudes. Furthermore, because advisors serve over a period of years, they can also give valuable advice gained from the experiences of past years. Their direction is essential!

The advisor has the job of listener, explainer, peace-maker and promoter; in short, the advisor must have a great deal of patience and love for young people. That individual must see that all officers and members are knowledgeable of their specific responsibilities, and must assist in the coordination of all phases of the Interact program. The advisor adds the dimension of maturity to the Interact club by serving to balance and stabilize the group while making it a learning experience. Besides having the advisor on board, it is an absolute must to have the principal's involvement,  enthusiasm, and approval of activities and plans!

RESPONSIBILITIES OF THE INTERACT ADVISOR

Suggestions:

1.
Keep your sense of humor, flexibility and patience.


2.
Do not attempt to do everything or please everyone.


3.
Allow students to make mistakes, these are often learning experiences. Learn from your mistakes, too.


4.
Encourage help from staff members, parents and students.


5.
Acknowledge any help or encouragement from staff members, parents, students.


6.
Be aware that you play a dual role and you will be caught in the middle between students and staff, staff and principal, community and district.

Responsibilities:

1. Interact Board of Directors


a.
Assist with campaign and election of Interact officers and representatives.


b.
Assist with organization and operation of the Interact club.


(1)
Offer suggestions to students.


(2)
Address the faculty at the first meeting of the year to encourage support.


(3)
Coordinate a workshop at the beginning of  the school year.


(4)
Suggest. a time for old and new officers to meet, exchange notebooks, talk privately.


c.
Coordinate a11 Interact club meetings and advise their proceedings.


(1)
Order Robert's Rules of Order; newly revised and The Interaction Method  for use by the Interact club.


(2)
Accompany members to meetings outside of school.


(3)
Make sure that committees are meeting their responsibilities and deadlines.


d.
Assist in maintaining Interact records and documents.


e.
Assist in distributing Interact communications throughout the school.


f.
Coordinate and assist in training Interact officers and representatives


g.
Offer a leadership training class.


h.
Suggest attendance at summer or. in-year  leadership conferences.

2. Interact Activities


a.
Maintain a calendar for scheduling Interact events.


b.
Attend all after-school Interact activities.


c.
Remain in attendance until students have left the activity.


d.
Help arrange for chaperons, custodial help, clean-up help, location, equipment.


e.
Be responsible for financial matters and personally handle school monies.

3. Interact Announcements


a.
Approve  all special announcements pertaining to Interact.


b.
Arrange  for editing, publishing, distribution and announcement of bulletins.

4. Personal


a.
Maintain open communications with faculty, principal, and staff.


b.
Represent the principal and faculty when working with Interact.


c.
Be aware of role in guiding students.


d.
Assist to resolve any difficulties between teachers and Interact members.


e.
Set an example of leadership, honesty, compassion and integrity.

OFFICER RESPONSIBILITIES

Each Interact officer has specific duties and obligations, and these should be reviewed soon after the officers have been elected and have assumed their offices. The constitution and by-laws of your Interact club provide good starting points for reviewing the duties of the officers. Obligations and responsibilities of officers, members, and committees should be written out in the form of job descriptions and made available to all who are interested.

Job descriptions are used to outline the parameters of function, performance, and responsibility of each specific job or role. The job description serves a fourfold purpose:


a)
It ensures that the person holding the job knows the responsibilities of the job.


b)
It provides the basis for evaluating the performance of the person holding the job.


c)
It provides the basis for further defining more specific target areas, often referred to as job targets or management objectives.


d)
It establishes what is important in the total organization so that resources can be organized accordingly. Defining important functions, such as the setting of priorities, helps the individual as well as the total organization align its total resources (time, personnel, money, and the like), so that the chance of successful performance in the defined function areas is maximized.

Officers and members need to be aware of the function of leader and the leader's relationship to .others. A weekend retreat or workshop is a good time to review the constitution and by-laws, objectives and goals, and the duties of officers and members.

A well-defined job description not only aids officers and members, but also makes the evaluation task easier. It is very difficult for officers or committees to function or to be held accountable for actions without a clear understanding of their duties and responsibilities. Obligations and responsibilities of officers, members, committees and the. advisor should be analyzed and evaluated annually.

THE INTERACT PRESIDENT 

The president is the leader of an organization. The role is unique. The organization is rarely any more or less effective than the president. The president must be committed to the aims and purposes of the organization and school system, must be respected by peers, the faculty, and the administration of the school, and must be enthusiastic about the role of leader of the organization.

DUTIES


A.
Before the Meeting


1.
Meets with cabinet officers to discuss and prepare each agenda item.


2.
Meets with the individual cabinet officers to discuss meeting responsibilities.


3.
Meets with the faculty advisor to review the agenda.


4.
Checks to see that all participants for the meeting are notified.


B.
During the Meeting


1.
Conducts  meetings according to parliamentary procedure.


2.
Begins and ends meetings on time.


3.
Restricts discussion to relevant items on the agenda.


4.
Encourages participation by all members and recognizes visitors.


5.
 Seeks recommendations from persons or committees responsible for specific functions or activities.


6.
Clarifies and specifies all activities, projects, and recommendations into plans for their accomplishment.


7.
Calls on the vice-president to relate discussion to the role and purpose of the organization, and calls on other officers for input as the discussion relates to areas of their specific responsibilities.


C.
After the Meeting


1.
Reviews the meeting to clarify outcomes, areas in need of further discussion, and ways of improving meeting effectiveness.


2.
Delegates responsibilities to appropriate officers and committees.

The duty of the president is to “run” the meeting. He/she calls the meeting to order, recognizes members to speak, restates questions and motions, announces results of voting, and decides on points of order. He/she should see that the proper order of business is followed, that discussion (debate) is even so that on any issue both sides are given equal opportunity to speak, that the votes are properly taken, that he/she as president doesn't become dictatorial; and that an. orderly democratic process prevails.

IDEAS FOR THE PRESIDENT

A good President is a motivator, an inspirer, a manager and a teacher. The excitement of winning the election soon gives way to realizing that there is a job to do and that other people depend on you. One of your responsibilities is to plan before the school year starts. Although you may have excellent ideas, be careful not to tell them all at once, or you will discourage participation. Involving others in making decisions may appear to slow down progress, but people will be more enthusiastic and will work harder when they’re involved.

Expect other officers to accept responsibility. Make sure that each person understands what is expected and how to do it. Once you are sure of this, check back with them at least once a week.

Sometimes, someone will disappoint you by not following-up on what they are suppose to do. Ask your advisor to join the two of you in a talk. It is important to review what needs to be done and to ask people if they still want to be. in charge of the project. If yes, check to be sure that it is clear on how to do the job. Ask for a new agreement on when things will be finished. It's helpful to say what will happen if the Officer does not keep the commitment.

You will be tempted to take-over and do things yourself. Avoid this trap unless it's a crisis, or you will find yourself overwhelmed with things to do. In trying to handle everyone else's jobs, you won't be able to do your own.

The president is the one officer who must have the “big picture.” Because you are responsible to see that everyone does the job, you need to remind individuals how their specific job fits into the over all goals of the group. Help the organization stay “on target” by setting time aside in meetings to review what the group said it wants to do and to evaluate progress.

Finally, keep in mind that you will be successful if you model the kind of behavior you want from others. As a leader your actions are highly visible to others. By planning ahead, listening, organizing and keeping your commitments, you will inspire others to do the same!

THE INTERACT VICE-PRESIDENT

The Vice-President is a key person in any effectively - functioning organization. As advisor and "right arm" to the president, the Vice-President is the "doer" -- the organizer., coordinator, and facilitator of all committee and project work. The Vice-President agrees with the President regarding his/her role and confirms those duties that he/she is to perform.

DUTIES


A.
Before the Meeting


1.
Meets with all committee chairpersons to review progress on activities and/or projects.


2.
Meets with the President and the advisor regarding the meeting agenda and items to be placed on the agenda.


3.
Sees that all committee chairpersons have the necessary forms for completing reports of activities.


4.
Arranges for the physical setting of the meeting.


5.
Notifies all persons who need to be present at the meeting.


6.
Informs the president if visitors wish to be placed on the agenda.


7.
Meets and welcomes all visitors and determines if they wish to be placed on the agenda.


B.
During the Meeting


l.
Relates all discussions and activities of the group to the aims and purposes defined by the organization.


2.
Cares for all committee reports and reports of activities.


3.
Takes the place of the President in his/her absence.


4.
Collects copies of all committee and activity reports.


C.
After the Meeting


l.
Files all committee and activity reports in a permanent record.


2.
Follows up, supervises, and coordinates committee work.


3
Carries out all tasks delegated by the President.


4.
Discusses with the president the functioning of the organization and the effectiveness of its meeting.


5.
Recommends ways of improving the efficiency and effectiveness of meetings.

IDEAS FOR THE VICE-PRESIDENT

The Vice-President shows responsibility for supervising the operation of the entire organization. It is important that you be as well informed as the President. You must be prepared to assume more responsibility if needed.

It is important that you have specific duties as well. Some Vice-Presidents have specific duties. Some Vice- presidents work as parliamentarians or presiding officer of the general assembly.

A key task could be “Coordinator of Committees”:

•
Meet with all Committee Heads

•
Keep a record of projects delegated to Committees

•
Sit with each Committee at their meetings

•
Keep a list of each Committee's timeline

If a Chairperson finds problems, the Vice-President can make suggestions, inform the President and the Advisor of the problem, and participate in meetings called to solve problems.

IDEAS FOR THE TREASURER

The Treasurer is responsible for accurate, complete accounts and plans.

Careful bookkeeping is the key to financial responsibility for the Interact club.

All bills are cleared through the Treasurer.

Checks must be signed by both the Interact Treasurer and the Advisor.

A busy, active program needs student support In enthusiasm, effort, money, suggestions, imagination. Most important is the student's time, ideas, involvement, and encouragement.

INTERACT FUNDS

Interact funds must be spent to benefit the Interactors, and their projects, who are presently in the school, because they have contributed to raising the funds. The Interact Board of Directors has the authority to manage the funds raised by the Interactors with the Advisor's approval. (The power to approve or disapprove spending money lies with the Interact Board of Directors, but the Advisor has the power to veto.)

KEEPING THE FUNDS BALANCED

Money received should balance with money spent.

Income/expense

Balance Sheet

The Balance Sheet shows the financial position of an organization at the specific time. At the end of each year, a balance sheet is made listing the final balances of the various accounts.

Ledger Sheet

Working with a ledger sheet, the student officers summarize both the receipts and expenses after each meeting and prepare a worksheet.

Budget Request Form

Budget request forms are given to Faculty Members who request funds. These requests help project expenses.

Money Deposited

A money deposit form is a record of the money received through activities, fund raisers, etc., to be entrusted for safekeeping in the bank.

THE SECRETARY

The Secretary is vital to the health and progress of every student group. The Secretary's job entails a great deal of careful attention to detail, not only in taking accurate notes of the proceedings, but also in preparing the minutes and in conducting correspondence on behalf of the organization. The historical record of the organization depends on the quality of the Secretary's performance.

The Secretary must possess personal qualities that include accuracy, efficiency, orderliness, cheerfulness, sincerity, good manners, loyalty, trustworthiness, dependability, patience, courtesy, and promptness (especially in matters of official school business). Such attributes will help build and maintain Interact's image and reputation. Of course, these are qualities that are desirable in all officers and in human beings generally, and to find. persons who consistently exhibit all these personal qualities is difficult, to say the least. However, it is important ..to seek out candidates with as many such admirable qualities as possible.

Because of the extensive duties of the Secretary, many Interact clubs follow the practice of appointing a corresponding secretary who assumes those duties outlined below that have to do with correspondence.

DUTIES


A.
Before the Meeting


1.
Prepares agenda forms and materials for members and for use in the executive meeting.


2.
Works cooperatively with the Vice-President to make available the work tools for each meeting: correspondence, records, program outlines, paper, pencils, master calendar, committee and individual assignments, notebooks, and the like.


3.
Announce all meetings, notifies members of places, and times, and makes certain that all members have copies of minutes of' the previous meeting.


B.
During the Meeting


1.
Takes attendance quickly and efficiently by use of a seating arrangement, badges, sign-in-sheets, and the like.


2.
Reads the minutes of the previous meeting and records any changes, deletions, or additions approved at the meeting.

MORE IDEAS FOR THE SECRETARY

•
Attendance lists help. Instead of writing down every person’s name at every meeting, make up a master list and check-off each person's name as they arrive.

•
Action taken on motions should be underlined for easy reference.

•
Ask the school librarian for bulletin board space to post weekly Interact agendas, minutes, and notices.

•
Mail copies of the “minutes” to the district Superintendent, the Faculty, and the Parent's Association.

•
Tape-record meetings; listen to the tapes when you write-up the minutes.

•
Write-up the minutes as soon as possible after the meeting (it's easy to forget details if you wait too long). Send minutes for review within a week before the next meeting. Sign the minutes arid other official documents. (Future school leaders may need to contact. you.)

•
The Secretary is the one who reads the minutes during Interact meetings.

•
Try recording minutes on butcher paper hung on the walls. (Use different colored markers.)

•
If you have lots of Interact phone calls to make, set up a “phone tree”. (You call two people; they'll call the next two .people, and so on ....

•
Standard forms that you fill-in during 'he meeting save lots of time and help later on when you write up the minutes (especially if you miss a meeting and someone else uses the. same form to take the minutes for you).

OFFICER’S JOB DESCRIPTION

HOW TO DEVELOP A STUDENT OFFICER’S JOB DESCRIPTION

Office: 

Immediate Supervisor: 


I.
Organizational Relationships

A.
Reports to: (Include a statement of the individual officer(s) + the kind of supervision to be received).


B.
Supervises: (Include a statement of the activities and decisions each is responsible for along with groups or individuals to be supervised).


C.
Coordinates with: (Describe the kind and degree of coordination needed with which offices, individuals, agencies, etc.).


II.
Duties and Responsibilities

A.
Primary Duties and Responsibilities: (Include specific duties and responsibilities as well as professional activities).


B.
Secondary Duties and Responsibilities : (Include specific duties and responsibilities as well as professional activities).


C.
Related Responsibilities (committees, special assignments, community activities)


III.
Summary


(Prepare a statement of primary duties and responsibilities and provide a clause that allows for expansion of the job's duties if needed).

Signature indicating agreement to abide by the job description.

New Officer or Chairperson
Advisor
President

Date: 

What about Committees?

(Some ideas)

Committees are small groups of members who solve problems, propose ideas and get things done. Interact clubs usually have several Committees working at one time. Each one concentrates its energies on a certain job.

While the Board of Directors makes major decisions.

COMMITTEES DO THE WORK.

Kinds of Committees -- Committees are of two kinds:

STANDING (permanent) 
AD HOC or PRO TEM (Temporary) 

--defined in the bylaws with the duties described.
--is formed for a special job during a particular time.

-operates throughout the year.
--is automatically dissolved when the work is completed.

-typically can include: Service and Social Committees; drives and campaigns; and publicity.


- work on special events like elections, open house, etc. 



The Committee must have a clearly defined reason for being and every Committee Member must understand that reason.

•
The Committee Chairperson sees that the Committee's purposes, powers, and limits are clearly understood and  strictly followed by the Members.

•
The Committee Chairperson. should be one who leads the Committee. Try to include people outside Interact for Committee membership.

•
The Committee size should be between five and seven people for a job. Sometimes an activity like Pride Week involves lots of people in the main committee, with sub-committees of 5-7 members.

•
The president is a member of all committees, entitled to all the privileges of membership. (This is called “ex-officio” membership.)

Most Interact Committees have one or more of the following purposes:

•
To Plan activities and make recommendations to the Interact Board of Directors (BOD).

•
To investigate issues and report findings (resend).

•
To do the work of a specific nature (sell tickets, clean-up after the party, etc.)

•
To recommend a course of action to the Interact BOD (or someone else).

•
To represent the Interact club at official functions.

•
To offer possible alternative actions to the Interact BOD for their decision.

•
To research, choose, do and report back to the Interact BOD.
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