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Managing
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Introduction



  

"A truly effective club president is 
one who keeps the big picture clearly 

in mind and guides his club 
accordingly. Any plan or program 

decision, big or small, should 
be made in the context of 

overall club objectives"

 



  

Big-Picture Goals

These "big picture" items can be addressed in many ways. 
● Public relations activities such as Field Day, mall displays, and special-event stations 

– Improve the visibility of Amateur Radio
– Promote Amateur Radio as a positive force within the community. 

● Get involved in local emergency planning. 
● Conduct licensing classes. 
● Conduct "continuing education" or "Elmering" activities. 
● Promote technical advancement. 

– Encourage members to increase personal levels of technical understanding. 

● Promote higher operating standards. 
● Have guest speakers talk on operating modes such as satellites, contests, and DXing.
● Encourage members to seek Field Organization positions



  

Conducting Meetings



  

Regular Meetings

 
● The meat and potatoes of every club is the club meeting, a 

regular get-together that allows orderly handling of business 
by the majority, problem solving, continuing camaraderie and 
just plain fun. 

● One of the major challenges you will face is keeping interest, 
and thus attendance, high. 

● It's not easy, but developing interest, attendance, and a 
growing membership through good programs and activities at 
club meetings is perhaps the most rewarding part of your 
job. Do it with a vengeance. 



  

Meeting Place

● Convenient
● Accessible
● Permanent

– Same location & time
– Give correct address
– Inactive Members can find it

● Open to the Public
– Visitors & Guests
– Newcomers



  

Your Meeting Info:
NOT a State Secret!

If your meeting is canceled, moved to another 
location or otherwise changed...

LET PEOPLE KNOW!
● Newsletter
● Website
● Sign on door of old location
● Be on the air before meeting for talk-in



  

Where to Meet

● Local schools, banks, libraries, churches and public service organizations such as 
the Red Cross. 

● The room should be large enough to hold the anticipated membership without 
undue crowding, and plenty of chairs should be readily available. 

● Handicap Accessibility is becoming more and more important.
● Hang your club banner or poster in the room. 
● Other useful accessories are a table and podium for speakers, and facilities for 

projection of slides and films... digital presentations and videos. 
– A public address system should be avoided if possible; it is usually more trouble than it is 

worth. 
● The meeting room should be kept in excellent condition at all times. 

– The room should always be left cleaner than when you arrived.



  

Meeting Dates

● Most clubs meet semi-monthly or monthly. 
● Smaller community clubs meet more often because more closely-knit groups 

have more in common and travel distances are more convenient. 
● In large-membership clubs, meetings are held monthly, with perhaps a meeting 

of the Executive Committee (usually the elected officers) in between. 
● The date or day of the meeting should be selected in accordance with 

availability of the maximum number of members. 
● If monthly, choose the ordinal day within the month (e.g., third Thursday of 

every month). 
● Stick to the schedule as much as possible

– Give LOTS of notice when changing date/time/place!



  

Conducting Meetings

● Meetings should be conducted in an orderly, but not too firm, fashion. 
– Roberts Rules of Order take a severe beating in most amateur club meetings. 

● The important thing is to keep control of the meeting. 
– If it gets out of hand, chaos results and little or nothing is accomplished. 

● When a member has the f loor, don't let anyone interrupt him. 
– If he becomes long-winded and members start to get impatient, 

the chairperson should interrupt. 

● Don't let the meeting get bogged down through lack of procedure. 
– The chairperson is responsible for seeing that the meeting is kept

 orderly and should perform this function. 

– Long, drawn-out dead-horse-kicking sessions should be controlled.



  

Order of Business

● Preparing an Agenda before each meeting can really help keep things moving!
● After opening the meeting, the usual first order of business is reading the minutes 

of the previous meeting and amending them or approving them. 
● Next come reports from officers, including the reading or passing around of 

communications from the secretary. 
● Following that, committee chairpersons make reports. 
● Old business (unfinished from previous meetings) follows.
● New business (not brought up at a previous meeting).
● The program for the evening

– If the program consists of a guest speaker, it is courteous to omit as much business from the 
meeting as possible so that he/she will not be detained unnecessarily. 

● Adjournment, followed by refreshments and ragchewing. 



  

Maintaining Interest

 

Occasionally, when there is a lot of business to 
discuss, the club can spend a profitable evening 
without a program, but a club that tries to exist for 
very long this way will find itself gradually losing 
attendance. It is important to have a program of 
some sort, and preferably one that will be of 
interest to a majority of club members.

 A few suggestions follow:



  

Talks by Outsiders

● Hams of prominence in their field such as
– Affiliated Club Coordinator

– Section Manager

– Section Emergency Coordinator

– Public service organizers

– QSL bureau persons
– DX visitors

– Radio engineers, telephone and power company engineers

– Radio station executives 

– Other persons who are experts on subjects of interest to club members 

● Speakers can appeal to interests within the club. 
● Your section Public Information Coordinator maintains an active speakers bureau for 

club talks.



  

Talks by Club Members

● Speakers can cover special radio subjects with which they are familiar 
(may be submitted as a paper entered in a club contest). 

● Have a series of lectures covering radio theory for general advancement 
or to train newcomers; cover license examination questions. 

● Have members' demonstrate their gear (Show & Tell)
● Net operating and message-handling procedure. 
● Have members speak on contest operating. 
● Prizes or convention expense money may be awarded for best 

presentation given each year. 



  

Q&A Night

● Open discussion. 
● Questions proposed by a member and discussed by all, each 

taking a turn or volunteering. 
● When a satisfactory answer has been found another question 

is proposed. 
● Questions can be on any topic

– Technical

– Operating

– Regulations



  

ARRL Night

● If possible, a visitor or visitors from the ARRL "official family" 
can spearhead such a program. 

● Members of affiliated clubs will have many questions about 
the League, and there is always a certain amount of 
misinformation to be clarified.

● The club might profitably spend one program a year in 
reviewing its commitment to amateurs in general through 
ARRL affiliation-- the reasons for it, the benefits derived, the 
objectives and principles of ARRL to which the club 
subscribes.



  

Visitors Night

● An evening once or twice annually devoted to 
specially invited visitors (membership prospects 
especially) can serve as mutual introduction between 
club members and other local hams and non-hams. 

● Invite the Media too, for “Media Night”
● Or “Scout Night”
● Or “_______ Night”...



  

Serving Your Members



  

Members are the lifeblood of your club. They are difficult to find, 
more difficult to keep, and at times, difficult to work with. 
Members come in a wide variety of shapes, colors, sizes, 
backgrounds, skills, experience, and levels of motivation. They 
have their own reason for participating and their own specific 
needs, which must be met if they are to continue to be 
members. 

Their needs, abilities, and accomplishments determine the 
ultimate success or failure of your club activities. 

Your task, as president, is to discover and meet their needs while 
guiding them in the best use of their abilities, thus helping them 
to achieve significant accomplishments through their club.



  

Who are Members?

● Members are individuals who are willing to work with others to 
perform a necessary activity.

● They are human beings with human needs, goals, attitudes, abilities, 
strengths and weaknesses. 

● Since members will be the basic resource that you will be using, it will 
be to your advantage to get to know each of them as well as possible. 

● Generally, members will do precisely what they want to do -- no more, 
no less. 

● It is up to you to convince them that the project you have selected for 
them is both needed and appropriate. 



  

● Having their own likes and dislikes, it may be necessary to talk 
some members into some assignments that are important though 
unpopular. 

● Members must be convinced that what you are asking them to do is 
really needed. 

● They don't like to be underutilized, and tend to disappear when 
kept cooling their heels for a significant length of time. 

● They will work for long hours under the worst conditions as long 
as they can see the need for it. 

● Most will do anything you ask as long as they're treated properly. 
● If you mistreat or abuse them, they may not volunteer their help 

again. 



  

Why They Joined Your Club

 
● It would be physically impossible to discuss here every possible 

reason why people join clubs. 
● Generally speaking, members join to satisfy a personal need. 
● Some members join to become a member of a group. 
● Some join to become a "big wheel." 
● Some join simply because you asked the right question at the right 

time, at the right place, and have the dynamic club program to back it 
up. 

● Find out why your members joined your club. 
● You've got to find out what their needs are before you can attempt to 

satisfy them. 
● In short, the best way to find out why your members joined is to ask 

them! 



  

     What Members Expect From You

 
● Your members have a right to expect courteous, considerate, fair 

and impartial treatment from you. 
● Courtesy is always in order; rudeness will cost you dearly. 
● In addition to learning and compensating for their weaknesses and 

being tolerant of their faults, you must also consider their feelings. 
● They also have the right to expect you to make a reasonable effort 

to learn and apply the skills and techniques of management. 
● You will be expected to make mistakes, admit them openly, and 

learn from them. 
● You will also be expected to keep them informed as to what is 

happening and why. 



  

● You should be someone your members can turn to for assistance on club-
related matters. 

● You should realize that, although some members may feel secure being given 
one responsibility and keeping that responsibility during their tenure with 
your club, some members may enjoy being given different assignments. 

● Those members who request different challenges may be your best vice 
presidents. 

● You may wish to implement your own system of showing appreciation, 
recognition and rewarding of members for their services. 

● Awarding certificates or having special occasions such as dinners are 
excellent means to reward your members for a job well done.



  

● Unfortunately, some members will expect much more of you than 
they have a right to expect, and often more than you can do. 

● They may expect you to:
– change situations over which you have no control, 
– force other volunteers to change their habits, 
– provide them with privileged treatment or status, 
– fire a useful assistant because they happen to dislike him, and 
– other equally inappropriate actions. 

● In short, they will tend to forget that you deserve the same 
treatment from them that they expect from you. 



  

● Each member has different job demands and family requirements, 
as well as other outside interests. This affects the level of 
commitment they are able to make. 

● Some join your club and are never heard from again. 
● Others will join and not find time for training, but will come out 

for activities. 
● The rest will be willing to take different amounts of training, and 

their availability for service will change as their situations and 
interests change. 

● Human traits are cyclic in nature and volunteers are no exception. 
● Further, very few will be willing to take sufficient training to be 

able to lead, and even less will be willing to do the extra work. 
● Remember that members are individuals and should be treated as 

such.



  

The Cadre Concept 

● The "cadre concept" recognizes the variations in willingness to prepare 
for special activities and allows you to mitigate the problem by using a 
small, highly trained and motivated group who will provide direction by 
example. 

● The concept is simple -- you provide as much training to each member 
as he or she is willing to accept and absorb. 

● Those who take the most training will usually be willing to assist you 
with the job of organizing the rest. 

● They become the cadre of leaders—the nucleus of your activity group. 
● This concept works simply because it takes maximum advantage of the 

fact that people are going to do exactly what they want to do. 



  

Keeping Your Members 

● Keeping your members is a function of two things: 
– one, you must have a slate of dynamic club activities, programs and meetings scheduled for 

the year to generate interest, and 
– two, you must treat them right. 

● Your members will stay members of your club if you make a dedicated effort to 
ensure that your management process is tailored specifically to the needs of your 
club and the individuals who comprise it. 

● Obviously your members have skills, which they are bringing to your group, but 
increasing those skills and educating your members in new skills will probably 
keep them interested. 

● You provide timely information to your members. 
– Keep them informed of activities as a group. 
– Don't just tell one or two members and expect the rest to find out on their own. 



  

Summary 

● Working with your members is the most critical aspect of your job and will call for 
the most time and effort on your part. 

● To work effectively with members, you must first understand them and use that 
understanding to motivate them to do the job. 

● When you're leading your members you should not try to be "all things to all people." 
● You must be a diplomat, a leader, a friend, an expert in your field, and an excellent 

listener. 
● You probably won't be able to please all of the members in your group all of the time. 
● However, you should attempt to please them whenever possible for the good of the 

unit. 
● Strive to "lead" your club, not simply "manage" it. 



  

Transition of Club Officers



  

Transition Checklist

It is crucial to the continued success of a League-affiliated club that 
when club officers change, appropriate notifications are filed and 
club records are passed along or otherwise maintained. Here's a 
handy check-off list that should be reviewed upon any officer 
change. 

1. Notify ARRL HQ immediately of all new club officers. (This is 
critical so that important news and other items from HQ are 
sent to the correct club officers.) Use the Club Update form to 
make these changes. 

2.Notify the Division Director, Section Manager, and Affiliated Club 
Coordinator. 

3. Is your current Club Update on file with ARRL HQ?

4. If your club is an SSC, is SSC status current? 



  

5. Are your official club papers secure? 

   • Certificate and Articles of Incorporation. 

   • Articles of Association, By-Laws. 

   • Corporate seal. 

   • Non-profit status documentation. 

   • State and Federal tax ID numbers. 

   • List of documents to be filed with IRS, and copies of those filed by club. 

   • Insurance policies: liability, equipment. Are they current?

   • Post office bulk mailing permit.

   • Domain Name and Website information, passwords and agreements



  

6. Is club station license secure? (Is station license current?) 

7. Club property inventory accounted for? (Is inventory list current Does list 
show location and custody responsibilities?) 

8. Is inventory of materials in club safe deposit box current? 

9. List of all bank accounts and holdings. (Is list current and updated 
quarterly?) 

10. Club archives (Are historical records, minutes, newsletters, photos, ledgers, 
and awards in safe, secure location?)



  

11. Contracts and agreements in force. (Are they current? Are all 
associated papers present in appropriate file?) 

12. Is current information on utilities billed to the club (power, 
water, telephone), including billing addresses, on hand? 

13. Frequency coordination correspondence. Is repeater pair 
coordination current? 

14. Is club Post Office Box current? 

15. Club email list current?



  

In Conclusion

● Leading Your Club in the 21st Century can be a challenging 
but rewarding experience. If your club officers know what 
the club's goals and missions are, and are willing to work 
together to accomplish those goals and missions, you are 
well on your way to success.

● Along the way, you will be of service to your members, 
your community and to Amateur Radio



  

● As your club moves forward and becomes 
more active with projects and activities, 
never forget to have fun, and to make things 
fun for everyone.

● Give recognition to those who help, keep the 
big picture in mind, and always remember to 
ASK the members to help you get things done.



  

● When conf licts arise (and they will) try to keep things 
in perspective by getting everyone to see the Big 
Picture. Try to follow the advice of another 
organization which advises that we “Place Principles 
before Personalities.”

● And to borrow from them once again, “Our Leaders 
are but Trusted Servants – They do not govern.”



  

Questions
&

Answers


