LODGE OFFICER ROLES AND RESPONSIBILITIES
Officer roles are primarily defined by Ritual, and some of those are covered here.  While Ritual has its role in Elkdom, a Lodge is responsible for implementing the programs of Elkdom.

There are Committees to carry out those programs, but Officers have the opportunity to take leadership roles and learn as they go through the chairs to ultimately run the Lodge.
EXALTED RULER

· Prime Directive – Protect the Lodge Charter

· Executive Officer to preside over all meetings, except as per Sect. 15.010

· Enforce the Laws of the Order

· Appoint Committee Chairs

· Appoint Elective Officers

· Attend all District Deputy Clinics

· Perform other duties according Lodge By-Laws

· Member of Incorporated Lodge’s Board of Directors (otherwise ex-officio member)

· Administer and support Grand Lodge Programs
ALL KNIGHTS

· Assist the ER in the performance of their duties in their absence (by rank)

· Studying the Laws of the Order and the By‑Laws of the Lodge

· Reviewing the Opening, Closing and Initiatory Rituals

· Observe proper protocol 

· Support Grand Lodge Programs

LEADING KNIGHT

· Attend the District Deputy Clinics

LOYAL KNIGHT
· Conduct prosecution of the Local Forum, Assisted by counsel (must be a member)

· Examine Membership cards at opening

LEACTURING KNIGHT
· Examine Membership cards at opening

ESQUIRE
· Organize the Lodge for meetings, preparing candidates for initiation

· Examine and introduce visiting members

· Supervising the ballot 

· Transmitting official messages as directed by the Exalted Ruler (including auxiliary). 

· Reviewing the Opening, Closing and Initiatory Rituals

CHAPLAIN

· Reviewing the Opening, Closing and Initiatory Rituals

· Invocations and benedictions as part of the various social activities

INNER GUARD

· Permit no member to enter without previous announcement and permission of the Exalted Ruler

TILER
· Stationed at the outer door and permit no person to enter without previous announcement through the Inner Guard 

· Require all Members to show their membership cards

· Require visiting Members to register

· Responsible for Lodge property pertaining to Lodge meeting

OTHER RESPONSIBILITIES
While there are assigned responsibilities for Ritual, each Lodge can choose to assign areas of responsibility to each Chair.  Some Lodges have followed this kind of pattern for many years.

An Officer could be assigned as a “broker”, attending the Orientation and getting new members in touch with Lodge committee chairs to get them to work right away.

· “Other Duties as Assigned”

· Assign Management Areas by Chair:


by Committee – Fraternal, Activities, Other



by Function – Charity, Youth, Veterans, etc.
· Be a “Broker” for Committees

· Opportunity to Learn About Elkdom

· Take Initiative, Share Your Talents

· Can be a Member of Most Committees

· Officer Resources
OFFICER RESOURCES

MEETING ATTENDANCE

LODGE

Attendance is a commitment of the office

Review your personal goals.  Officer commitment could be a 5+ year commitment to the Lodge depending on what you want to do.  Are there changes that you anticipate in your life that could limit the amount of time that you could devote to the Lodge? Examples:  Higher education (college classes at night); expanding your family; new job; relocation.  We can’t always foresee what will happen in our lives, but if know about these types of things, it will allow us to plan better.

Learn the business of the Lodge

Attend as many meetings as possible, particularly House Committee and Board of Directors meetings even if you are not in an officer position that requires it.  All of the workings of the Lodge take place in these meetings and are open to all.  Ask questions and, most of all, LISTEN.  It is amazing what can be picked up here.

Learn Parliamentary Procedure

All officers should have a copy of Roberts Rules of Order.   It might be helpful for Exalted Rulers, House Committee Chairs and Board of Directors Chairs to appoint a parliamentarian who is very familiar with this to refer to in the event there is a question.   A 5-page cheat sheet is available for the more common situations at:


http://diphi.web.unc.edu/files/2012/02/MSG-ROBERTS_RULES_CHEAT_SHEET.pdf
Work as a team of Officers (Ritual)

Working as team is very important for Lodge officers.  One early way for new officers to work on this is practicing the ritual.  Whether you memorize or read the part, this exercise teaches the officers to work together towards one common goal as a team.  

Seek out new committee member candidates

Be observant of those who regularly attend different functions in your lodge.  Who is attending veterans’, hoop shoots, flag day ceremonies?  Are they always volunteering for a particular type of function?  Approach these individuals and see if they are willing to assume more responsibility as a committee chair.  Most people are willing, they just don’t get asked.   These are also potential officer candidates.

PER Associations

These are an invaluable resource for all officers as they have “been there, done that.”

Ask a PER to be your mentor as your progress through the officer ranks.

DISTRICT

Network with members of other Lodges

Find out who holds a similar position as you in other lodges of your district.  Exchange contact information with each other so you can use the other as a sounding board, not only for problems, but ideas. Share successes and failures with each other.

See other Lodge facilities

Take a trip!  What do other lodges have to offer their membership? Is it feasible in your lodge?  Attend a function and find out how it was.  Can you duplicate in your lodge?  It is not always necessary to “reinvent the wheel.”  

See how other Lodges do business

If possible, visit another Lodge in your district during their meeting night.  How do the members and officers interact before, during and after the meeting?  What types of business transactions are going on?

Make contact with District resources

Each district has leaders that can assist with issues that you might have. Districts are aligned to have the same committees as the local lodges and each has a committee chair.  Their contact information is available in the state directory, which is available in your secretary’s office.

Learn more about programs

There are so many programs that are available for Lodges to participate in.  You don’t necessarily have to do them all, but chose a few of them to be really good at.  For example, is there a lodge in your district that does well in Hoop Shoot?  How can you review their program to make yours work better?  Lodges are willing to share information more often than not.  Successes of Elks in general is something that we can all celebrate.

Learn the broader impact of Elks programs

We have all heard of ENF donations, but how does my contribution to a national program benefit on a local level?  Grants, scholarships, veterans programs, drug awareness, hoop shoot.  Discussion on each and what they do for the local lodge.

STATE

More networking opportunities

More ideas, more help.  Putting a face with the name.  

Recognition of Lodge accomplishments

You participate in the programs, you do a lodge bulletin, you have an outstanding individual in your Lodge that you want everyone to know about.  There are awards for those and more.  Visit the State and Grand Lodge websites to find out more about them.  Put someone in charge of making sure that your accomplishments get recognized.  Don’t forget your local news media.  Be loud, be proud!

Culmination and Celebration of efforts on programs



Youth Awards


Drug Awarness


State Major Project



Elk Officer of the Year


Elk of the Year



Elks National Foundation



Membership

Training opportunities

At both State Convention and Fall Conference, there are many opportunities for more education on officer positions as well as programs.   Dialogue during these training sessions will also give you information on how other lodges are making things work.

Access to state leadership

State officers are at your fingertips!  You are able to visit with these individuals to gain more knowledge in the workings of Elkdom.  It is also a place for you to share your ideas that could possibly be used in the future.  

GRAND LODGE

MORE networking opportunities

Cannot say enough – even MORE IDEAS, MORE HELP!  Those that have attended Grand Lodge sessions have made lifelong friends and, in doing so, created a larger scope of individuals that you can bounce ideas/problems off of.

See the scope of Elkdom nationwide

We are all part of the same organization, but some of our approaches to programs and operations are different.  Talking to Elks from all over the country allows you to evaluate your own Lodge and take back what might work to share with your members.

Learn the history of Elkdom

Visit the website www.elkshistory.org.  This website is very informative on the history of our order.  You might even find information about your lodge.  Also, www.elks.org has just recently put the Elks Magazine archives on the website.

Exhibit Hall and vendors

I am often asked where did I get that Elk shirt or Elk coozy?  Most of the time, I get it at the Grand Lodge convention from the vendors there.  You can also window shop for any future purchases that you might want to do.  Most are willing to provide you with brochures for their items.

Information direct from program administrators

The local, state and national programs mirror each other.  Just as you have a committee chair in your Lodge, so does state and national.  The major Elk programs will have representatives from Grand Lodge either in the exhibit hall or separate meeting room.  This is the time for you to “pick the brains” of some of the most knowledgeable people on these programs.

See other state major projects

A lot of the states have booths in the exhibit halls and they show what their major projects are.  You will find that many of the states have programs similar to Arkansas.  They also use this as a fundraising opportunity for their projects.  Again, this is a place for you to get ideas on what might work for you for your fundraising projects.

