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SESSION ONE:  ROLES AND RESPONSIBILITIES



Your Learning Leaders for this Session

Linda Borton
Rotary Club of Arlington 

Heights

District 6440
bortonsobon@att.net

Jim Wales
Rotary Club of Chicago 

Citywide Service
District 6450

Jim.wales1120@gmail.com



Ground Rules



Getting to Know You



Understand how you can work with your Club 
leadership to ensure smooth club operation

Secretary Training: Learning Objectives

Understand core role/responsibilities

Know how to prepare 

By the end of our three sessions you will:

Be familiar with your club management 
system



Overview of Our Sessions

Session 1

• Roles & 
Responsibilities

• How to prepare

Session 2

• How to do key 
tasks in DacDb & 
ClubRunner

Session 3

• The Big Picture
• Reporting & 

Communication

DACdb ClubRunner



What are the Secretary’s 
Responsibilities?



Club Secretary Job Description
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SESSION TWO:  USING YOUR CLUB MANAGEMENT 
SYSTEM



• Know how to find help resources to use club management 
system

Session Two: Learning Objectives

• Know what functions can/should be performed on ClubRunner

• Be familiar with how to perform core functions

By the end of this session you will:

• Understand the difference between ClubRunner and My Rotary 
and how they integrate 



Core Functions 

Add/Delete 
Members

Assign 
Access Levels

Update Club 
Officers

Track 
Attendance

Reporting RI Integration

Document 
Storage

Update Club 

Information



Secondary Club Management System Functions

• Committee Management

• Communication (Email)

• Member Search

• Event Scheduling

• Calendar Maintenance



Live Demo- ClubRunner Core Functions

Adding and Deleting Members

Assigning Access Levels

Updating Club Officers

Tracking attendance

RI Integration

Document Storage

Updating Club Information



Club Management vs. My Rotary





Resources

• ClubRunner Support

• Rotary Learning Center (My Rotary- Rotary Club 

Central) 

• Step by step tutorials in Rotary Club Central  

(under Resources)

• Google

• District Learning Facilitation Team

• YouTube

https://www.clubrunnersupport.com/?utm_source=am&utm_medium=azure
https://learn.rotary.org/members/learn/course/8/rotary-club-central-resources
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SESSION THREE:  THE BIG PICTURE



Where 

do you 

fit in the 

Big 

Picture?



• How do you do it?

• Who handles it?

• Issues or problems 
encountered

The Big Picture
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• How do you do it?

• Who handles it?

• Issues or problems 
encountered

The Big Picture





Resources

My Rotary

Learning Center
ClubRunner 

Support
DACdb 

Support

Your District Learning Facilitation Team

Google

YouTube



Take Action!

What are your 
post-session 
action items?

What goals / 
changes do 

have for your 
Club?

Who are you 
going to recruit 
to implement 

your action 
items?

How are you 
going to share 

your vision?



Thank You

Linda Borton
Rotary Club of Arlington 

Heights

District 6440
bortonsobon@att.net

Jim Wales
Rotary Club of Chicago 

Citywide Service
District 6450

Jim.wales1120@gmail.com


