
 
 

2014-2015 U of T Rotaract Executive Position Descriptions  
Last edited: March 2, 2014 

 
President: 
 
As the club leader, the President helps members to develop as leaders and works to ensure that 
the club’s professional and leadership development activities and community and international 
service projects are successfully completed.  
 
Responsibilities: The President is responsible for maintaining club operations, delegating 
responsibilities, and establishing meeting schedules. The President creates agendas for and 
presides over both executive and general meetings of the club. As well, the President 
communicates with the Rotaract Liaison and the District Rotaract Representative. 
 
Vice-President: 
 
The Vice-President assists the President in whatever is needed.  
 
Responsibilities: The Vice-President presides at all meetings when the President is absent. The 
Vice-President also serves as an ex-officio member of all committees. Additionally, the Vice-
President acts as the ‘officer-at-large’, responsible for all assignments that are designated by 
the president.  
 
The Vice-President will also become the Club’s representative to the District Rotaract Committee 
and the President the following year. 
 
The Vice-President is appointed by the current President and Vice-President. 
 
Past President: 
 
The Past President advises the President and other executive members with his/her roles.  
 
Responsibilities: The Past President, as a member of the executive team, will attend all 
executive meetings and will oversee the overall workings of the club.  
 
Hart House 5-Buck Lunch Coordinator 
 
The Hart House 5-Buck Lunch Coordinator will work with the contact person for this program at 
Hart House and the executive members in order to plan the day of the event. Some duties 
include communicating with Hart House to figure out the logistics, developing the programming, 
promoting the event and sending out invitations. The 5-Buck Lunch Coordinator will be 
appointed by the current exec team. 
 



Secretary: 
 
The Secretary has many responsibilities that require a person who is detail-oriented and 
organized. Because the Secretary promotes the club through correspondence to the Toronto 
Rotary Club and the Toronto Rotaract Club, other organizations and agencies, prospective 
members, Rotary International and other Rotaract clubs, this individual must have good 
communication skills.  
 
Responsibilities: The Secretary handles the club’s communication with the public and 
membership (checking the Gmail account and responding to emails), maintains all club records 
and takes the minutes for both executive and general meetings and sending them out after 
each meeting. The Secretary is in charge of the administrative duties, such as room bookings, 
necessary paperwork and cooperation with UTSU and Ulife. 
 
Treasurer: 
 
As the collector and disburser of club funds, the Treasurer is responsible for the club’s solvency 
and financial stability.  
 
Responsibilities: The Treasurer is in charge of the money for the club. This means keeping track 
of the money coming in and the money going out, collecting dues and all money fundraised by 
the club, paying all club bills and reimbursements for club expenses. The treasurer reports the 
club’s financial status at each executive meeting which will be then reported to the Rotary Club 
of Toronto and works with other executive members to develop the budget. The Treasurer 
must maintain a financial binder in which he or she will keep things like photocopies of cheque 
requisition forms and original receipts. 
 
Community Service Director: 
 
The Community Service Director is in charge of organizing local volunteer and awareness 
activities and acts as the head of the community service committee. 
 
Responsibilities: The Community Service Director is in charge of organizing and keeping track of 
all the local community volunteering projects occurring in the club and recruiting volunteers for 
those events. As well, the Community Service Director is responsible for keeping in contact with 
the Rotary Liaison for volunteer opportunities provided by the Toronto Rotary Club such as the 
Annual Christmas Party for Children with Disabilities. 
 
International Service Director: 
 
The International Service Director is in charge of organizing volunteer activities and fundraising 
events to raise awareness of our international theme for the year and to raise money to go 
towards that cause. He or she will lead the international service committee in these endeavours. 
 
Responsibilities: The International Service Director is in charge of organizing and keeping track 
of all the volunteering and fundraising projects for our international theme occurring in the club 
and recruiting volunteers for those events. In addition, the International Service Director is in 



charge of maintaining any possible collaborations and partnerships with other Rotaract Clubs 
around the world. 
 
Professional Development Director: 
 
The Professional Development Director organizes the programming to provide members with 
opportunities to network with professionals and to help members develop professional skills. He 
or she will lead the professional development committee in these endeavours. 
 
Responsibilities: The Professional Development Director is in charge of finding guest speakers 
for general meetings. As well, the Professional Development Director is responsible for keeping 
in contact with the Rotary Liaison, for opportunities for networking with Toronto Rotary Club 
members. Additionally, the Professional Development Director will organize for other executive 
and general members to attend Toronto Rotary Club’s meetings and other conferences 
organized by Rotary International, our district, etc. 
 
The Professional Development Director will also act as the Youth Day Liaison and sit on the 
Youth Day Committee with the Rotary Club of Toronto. This position runs from November to 
April and is most intense in March and April. He/she will work with other members of the Youth 
Day Committee to organize Youth Day in April. He/she will assist in the interview process in 
February and help pick the winners of the awards. He/she will also attend the event and help 
present the awards. 
 
Communications Director: 
 
The Communications Director is in charge of the public relations for the club. He or she leads 
the communications committee. 
 
Responsibilities: The Communications Director will create posters for all events and find ways to 
advertise for said events, such as through newspapers, radio, internet, etc. The 
Communications Director is also in charge of keeping the website, Facebook and Twitter pages 
updated, as well as any tasks involving graphic design (club logo, club business cards, club 
newsletter, etc). 
 
Membership Officer: 
 
The Membership Officer is in charge of recruitment and taking care of our members.  
 
Responsibilities: The Membership Officer will come up with new and creative ways to present 
the club during Clubs Day (fall and winter) and other recruitment opportunities (such as tabling 
at Sid Smith). The Membership Officer will keep track of membership information including club 
dues and membership attendance. The Membership Officer will also organize social events for 
members. 


