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  Chapter Officer Roles and Responsibilities 
Purpose
a. Describe the duties of each officer 

b. Locate additional resources about electing and training chapter officers 

Key Points 
1. Electing officers for a SkillsUSA chapter is essential for the success of a local organization. 

a. Officers guide local SkillsUSA members. 

b. The personal growth of student officers contributes exponentially to the growth of the chapter. 

c. Officers assume a great deal of responsibility, which allows the advisor to be a guide rather than the focal point of the chapter. 

There are six suggested offices; however, local chapters should consider the number that is adequate given the size and scope locally. In some cases that number may be more or less than six. 

Items to consider include: 

1. How many members will be represented? 

2. Will each school program have an officer team, or will there be one officer team for the entire school? 

3. Will the team be representative of all programs? 

4. What structure do members desire to have? Is it in line with the chapter constitution and by-laws?

2. In general, officers should possess the following attributes: 

· Professional actions and appearance 
· Proper etiquette 
· The ability to communicate in writing, public speaking, e-mails, conversations, meeting minutes, agendas and listening 
· Parliamentary procedure abilities 
· Ability to conduct opening and closing ceremonies 
President  

· Presides over chapter meetings, offering unbiased opinions and judgments 
· Is able to work with others, provide encouragement, offer information and delegate tasks 
· Has a working knowledge about parliamentary procedure 

Vice President  

· Is informed well enough to function in the absence of the president 

· Conducts program planning 

· Assists the parliamentarian and president before meetings 

Secretary 

· Sets agenda for meetings 

· Keeps all chapter records and meeting minutes; counts votes at meetings 

· Fulfills chapter correspondence 

Treasurer 

· Keeps records of income and expense 

· Provides bills for annual dues and pays approved bills 

· Prepares financial statements 

Reporter 

· Establishes and maintains media relations 

· Writes articles and prepares and distributes news releases 

Parliamentarian  

· Holds chapter authority and serves as a consultant for procedural matters 

· Has a knowledge of parliamentary law 

· Calls attention to incorrect use of parliamentary procedure 

3. The growth process for officers begins with training. Training ensures officers understand and are capable of performing their duties effectively. 

a. Training chapter officers ensures they are equipped with the skills and knowledge to feel and act confident and responsibly in their many duties. 

b. Some ideas for training topics include: 

· Officer duties 
· Opening and closing ceremonies 
· Parliamentary procedure 
· SkillsUSA knowledge 
· Professional etiquette and appearance 
· Goal setting 
· Communication skills 
· Basic Skills 
· Team building 

4. Many resources are available to aid in learning about the officer election process. Some primary resources include: 

a. SkillsUSA Leadership Handbook 

b. Advisor’s Success Kit Chapter 3: Establish a New SkillsUSA Chapter 

c. Advisor’s Success Kit Chapter 6: Elect and Train SkillsUSA Leaders and Officers 

d. Robert’s Rules of Order, Newly Revised 

e. Parliamentary Procedure at a Glance 
f. www.skillsusa.org 

Review 
1. Chapter officer teams are essential to the success of a local chapter. 

2. Several additional resources are available for more information about electing chapter officers. 

3. Implement an officer selection and training process and begin growing outstanding leaders in your chapter today!

