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Help – I’m President! 

Dear Denise  

Help! I went to our association annual meeting last night and I ended up being elected 

president. I don’t know what to do and where to start. What should I do? – Roped Intothejob 

Dear Roped  

Many organizations find themselves in this situation. They do not have a succession plan, find 
they need executive members and then have to encourage someone to take office when it is 
election time. 

I commend you for undertaking the job and also for realizing that you need some help in your 
new position. A president sets the tone for the organization. Is your glass “half full” or “half 
empty”? 

A positive attitude about the activities of the organization can help. Many times the president is 
the spokesperson and their attitude is how the public views the organization. I hope you can 
take some time to read and plan for your new role. 

One of the first things to do is to meet with your new board of directors. They need to get to 
know one another and learn about the organization so that everyone has the same vision. Plan 
an orientation session where you can meet and become better acquainted (build your team); 
discuss the goals and activities of the organization; look at the constitution and generally 
ensure that everyone knows why they are there. A binder, so that each director has a place to 
keep all pertinent information can be useful. Reviewing a calendar of events is an effective way 
to ensure everyone is aware of the organization’s activities, dates and deadlines etc. 

At the first meeting it is important to plan the dates for upcoming meetings as it allows 
everyone to mark them in their calendars and plan accordingly. Picking locations that are 
conducive to good meetings will help ensure a positive atmosphere. Is the meeting room 
centrally located? Does it have good lighting and acoustics and is a comfortable temperature? 
Are there tables and chairs available and can they be set up so that everyone sees each other? 
Are you serving refreshments? 
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Your role is important in planning the agenda for the meeting. This should be done ahead of 
time and it is helpful if people see it before the meeting. Everyone should have a copy or it can 
be written on a board for all to see. 

Think about what needs to be discussed and plan the agenda so that it starts and ends with 
some easy items and the more difficult and usually important items are discussed around mid 
meeting when everyone’s attention span is at its peak. Try to assign a specific amount of time 
to discuss each item. To keep everyone interested and make good use of time be sure to start 
and end the meeting on time. If discussions get complicated or bogged down, then assign the 
task to a committee to investigate and bring to the next meeting. 

Using an “action sheet” will help organizations to follow through on decisions. The action sheet 
defines the action, person(s) responsible and timeline. It can be read quickly at the end of the 
meeting and then reviewed at the beginning of the next meeting. 

To read more information about the effective organizations go to the OMAF Web site 
at www.gov.on.ca/omaf and click on “Rural Affairs” then “information, Resources and Fact-
sheets.” They are available to help strengthen organizations. 
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