
60 Minutes to Understanding
Your Role as Chapter Vice

President
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Training Module Objectives

• Section A:  The Vice President’s Responsibilities
• Section B:   Leadership Essentials
• Section C:  Resources to Help You

The vice president is part of a board that provides strategic direction,
leadership planning and administrative support to congregational and
community service teams. You provide leadership in absence of the
president.



Section A: The Vice
President Õs Responsibilities
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Duty 1:  Support the President

In the event the president is unable to carry out his/her duties, you must assume leadership.
The president is specifically responsible for:

Installing
Chapter
Leaders

Plan & Facilitate
Elections

Audit Chapter
Finances

Schedule &
Conduct Regular

Meetings

Planning &
Strategic
Direction

An initial duty. Create
mission
statement.

Create funding
request
guidelines.

Set behavioral
ground rules.

Create an
annual plan
and calendar.

Create a
succession
plan.

Meet
regularly;
quarterly at
minimum.

You may meet
face-to-face, via
teleconference, or
Internet chat
room.

Set an agenda,
plan time.

Admit new
members, if
any.

Plan and
select audit
committee.

Ensure
committee
has required
documents.

Sign and
mail audit
results to
Appleton by
February 28.

Ensure elections
occur and are
publicized.

Support vice
president and
Election
Nominating
Committee.
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Duty 2:  Serve as Legislative Contact

How can I help?

Invite elected
officials – local,
state, and federal –
to attend chapter
volunteer events.

You don’t have to
lobby…simply invite
them to participate
in or observe the
charitable work.

Do, however, keep
records of invitations
and attendees.

First, why is this
important?
Government has
tremendous influence
on the ability of
fraternal benefit
societies to serve
fraternal members and
their communities.
One of the most
important examples of
this impact is the tax-
exempt status.

As vice president, you
are the legislative
contact within the
chapter. You are the
key to educating
legislators about the
good work we do.

How to make
contact.
•Look for appearances
by elected
officials…town
meetings, community
gatherings, speaking
engagements,
banquets.

•Make a point of
meeting and visiting
with elected officials
when you’re at the
same function.

•When you meet, tell
them about your good
work!

Need Help?  Contact
Thrivent Government Affairs,
Maria Gaulin,
at 920-628-3533, or
maria.gaulin@thrivent.com
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Duty 3:  Lead Election Nominating Committee

Elections & Fraternal Benefit Societies
A fraternal benefit society has a representative form
of government. This means that chapter adult
benefit (age 16 or older) and adult associate
members decide via an annual election who will lead
the chapter for the next year.
Your Duty

 Organize and lead the Election Nominating
Committee.

 Appoint 4-6 elected chapter leaders to the
committee.

  The election period is September 1 to November
30.
Recruiting Tips

  Let all nominees know in what way their contact
information will be shared.

  Get a nominee’s consent.
  Recruit nominee’s who are comfortable with the

Internet.
  Remember, nominees must be chapter members.

Required Elected Positions  include :
President, Vice President, Records Director,
Financial Director, and Congregational
Service Team Director.

Option Elected Positions include:
Assistant Financial Director,
Communications Director, Community
Service Team Director, Events Director, and
Youth Director.

Who Needs to Be Recruited
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Duty 4:  Recognize Volunteers

Volunteers who are appreciated and feel good about their work
are much more likely to volunteer again, and they inspire others to
volunteer too!  The key is to personal, timely, and have a clear
message.

Create a volunteer appreciation section in your chapter newsletter
Place flowers on the church altar
Send e-cards
Purchase thank you notes with chapter operating funds.  You can also
order Thrivent Financial cards (online under Chapter Supplies).
Present meaningful gifts such as special pins, bouquets, or framed
photographs
Give personalized certificates (available under Chapter Supplies)
Write a letter to the editor, or send a news release to the local media

Tip:  Check out
www.energizeinc.com/ideas.html or
www.baudville.com for other great
recognition ideas.

Good idea!  Develop a recognition strategy
with the help of your chapter records director
and congregational service team director.
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Section Review:  The Vice President Õs
Responsibilities

Support President
Recognize 
Volunteers

Election Nominating
Committee

Legislative Contact

The vice president is part of a board that provides strategic direction, leadership planning
and administrative support to congregational and community service teams.  The vice
president provides leadership in the absence of the president.

If you assume the
presidency, be
prepared to:

–Install leaders.
–Do planning and
strategic direction.
–Schedule and
conduct regular
meetings.
–Audit chapter
finances.
–Plan and
facilitate election.

Invite local,
state, federal
elected officials
to attend
chapter
volunteer events.

Keep records
of invitations,
attendees.

Follow-up with
thank you
notes.

Organize & lead
the election
nominating
committee.

Appoint 4-6 elected
chapter leaders to
the committee.

Get nominee’s consent,
inform them of privacy
issues.  Recruit Internet-
savvy leaders.

Election season is
September 1 to
November 30.

Volunteers are
essential.

Partner with the
records director and
congregational
service teams director
to create an effective
recognition strategy.

Recognize volunteers
with e-cards, thank
you notes, bouquets,
photographs,
personalized
certificates.

Be personal, timely, and
have a clear message.



Section B: Leadership
Essentials
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Traits of Effective Leaders

Do you have what it takes?
Leaders establish a vision and set the direction.
Leaders have high standards and high expectations.
Leaders are accountable.
Leaders motivate and achieve unity.
Leaders involve others in decision-making.
Leaders are role models.
Leaders listen and explain.
Leaders represent the organization.
Leaders are open.
Leaders engage in frequent communication.
Leaders inspire, are creative.
Leaders invite support, trust.
Leaders are considerate of others.

Effective decision-making principles
1. Articulate and agree on the values, criteria, and purposes you wish to support.
2. Build and maintain TRUST when making decisions.
3. Leaders make sure everyone has a say; keeps the group on task; clarifies agreements and

objections; and curtails personal-attack comments.
4. Simple majority vote rules.
5. If at an impasse, designate a trusted mediator and final decision-maker.
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Build Dynamic Relationships

The vice president is responsible for cultivating chapter relationships with elected officials and
volunteers.  Why not bring the two together at a chapter-sponsored event?  Think of ways to be visible
and advertise your good work.

1. Create a list  of area elected officials.
• Prioritize events .  Invite officials to events that attract large gatherings of volunteers,

aid well-known causes, or have significant impact.
• Send invitations .  First, contact the official’s staff and introduce yourself.  Find out

how they prefer to receive invitations (email, postal).  Include date, time, location,
contact information.  Include attention-getting facts, such as how many will attend,
who or what the activity benefits.  Note if media will attend.

• Follow-up.   Unless you hear otherwise, call a week before the event to see if the
official plans to attend.

• Have a game plan.   Determine ahead of time what you want the official to do.
Assign an escort.  Alert the media.

• Be yourself.   Don’t feel pressured to talk about specific issues.
• Say thanks.   A timely, sincere note goes a long way.

Simple steps for hosting elected officials:

Tip:   Use the online Visibility Toolkit.  It’s an essential guide to building relationships and getting the
word out.
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Section Review:  Leadership Essentials

Develop Personal Leadership Skills

Practice the Art of Delegating

Build Dynamic Relationships with
Elected Officials and Volunteers

Be Visible

Le
ad

er
sh

ip



Section C:  Resources to
Help You
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Get Started

WhatÕs There
Quick reference guides
Glossaries
Online training, tutorials
Chapter publications
Chapter resources
Visibility Toolkit

Chapter Information Place

CHIP1. Go to www.thrivent.com
2. Click Thrivent Community
3. Log-on (register if new user)
4. Click on Chapters
5. Click on Volunteer Leader

Resources
6. Click on Chapter Leaders
7. Go to Chapter Leadership

Administration

Your one-stop, online chapter reference tool.
•Vice president’s roles and expectations
•Instructions on how to set up a teleconference
•Election essentials
•Recruiting tips
•How to fill vacancies
•Publicity tips
•Recognition ideas
•Information on chapter Care Programs
•Fraternal highlights and service center information
•Logo usage
•How to track and report volunteer hours

And MUCH, MUCH MORE

Online Resources
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More Essential Resources

Who are your elected officials?

To find out the names of elected officials in
your area, you can visit:

www.governmentguide.com/main.adp
www.congress.org/congressorg/home

Contact Maria Gaulin, Thrivent Government
Affairs, 920-628-3533,
maria.gaulin@thrivent.com.

Need help recruiting volunteers?

Check out these volunteerism websites:

www.energizeinc.com
www.e-volunteerism.com
www.independentsector.org
www.pointsoflight.org
www.volunteertoday.com
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Helpful Telephone Numbers

National Fraternal Service Center

–Live help from the experts.

–1-800-236-3736

–Monday-Wednesday: 8 a.m. to 10 p.m.

–Thursday-Friday: 8 a.m. to 7 p.m.

–Or, email them at fraternal@thrivent.com.
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Training Module Review

Section A:
The Vice President’s Responsibilities

•  Support the president
•  Serve as legislative contact
•  Lead the election nominating committee
•  Recognize volunteer efforts

Section B:
Leadership Essentials

•  Traits of effective leaders
•  Build dynamic relationships

Section C:
Resources to Help You

•  Thrivent online, CHIP
•  Telephone numbers


