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How to Become the Person in the
Arena

Block 3: Leadership Nuts and Bolts
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So Far, We’ve Covered

Block 1:
o How leadership is defined
o Attributes of good leaders
o Whoyou are:
o  Personality type
o  Communication style ENow |
o  Strengths and learning opportunities THYSELF 2
o How you present yourself to a new team :

Block 2: | P Together

o How to assemble a team of volunteers oA N A WE
o  Vision, mission and structured goals for 1 2G99 Achieve
the team 2Tl & |

o  Delegation of responsibilities

o  Coaching, mentoring, providing feedback
and motivating

o Rewards and accountability

o Following laws, bylaws, codes, policies
and procedures



You’'ll know the importance
of a charter.

You'll understand the main
elements of a project plan:

J Team organization.

J Work breakdown
structure.

(d The open book test.

You’ll be able to create a
project toolkit.

You'll appreciate the value
of effective and efficient
status reporting.




Step 1: The Project Charter{@)

The charter defines:
o Who is sponsoring the project.
Who all project stakeholders are.
The key requirements and deliverables.
ne budget available.

O O O O O

T
The desired schedule.
The report list (documents and format)



Step 2: The Project Plan

A project plan should include:

©)
O
©)

A summary of the charter requirements.
A list of stakeholders and what they expect.

A list of what has to be delivered to the sponsor (reports, services,
hardware, software, etc).

A team organization chart with roles and responsibilities for each
member.

Skills, knowledge, facilities, tools and equipment needed to
complete the project.

Ways the team will communicate with each other, with stakeholders
and with the sponsor.

How the team will execute the work (a work breakdown structure).
How the team will measure and report progress and determine

overall success. / \
| PROJECT !
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Organize the Work: A Sample
Work Breakdown Structure

Dor-Wood OC
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Typical Optimist Club Work / Process

Process Description Who

Strategic Plan, Operational Plan
Planning/Budgeting & Budget, Project Plans, Club
Calendar

President, Officers, Board of

. Before start of each FY
Directors

Ongoing activity — monthly

Financial Mgmt. Treasurer’s System and Reports Treasurer
g y P reports to Club, quarterly to Ol

BOD: Monthly

Club Meetings: Set a regular
schedule that meets club needs
District/Zone: Quarterly

Board Meeting Agendas, Club
Meetings Meeting Agendas, Speakers  President, Speaker Chairpersons
Calendar, District/Zone/Ol Mtgs.

Ongoing activity throughout the
Organizations, Youth Agencies year

Schools, City, Service

Community Liaison Chairpersons

Other As required As required As required




Risk workshops can identify
club and project-specific risks
so clubs can generate their
own risk management plan.

Simple risk management tools
can be used to document risks
and mitigation strategies.

Free training courses and risk
management tools are
available to all members on
topics such as “The Risk of
Abuse,” “Facts and
Misconceptions” and “Abuser
Characteristics.”



RISK
REGISTER

iDor-Wood Optimist Club

Top Level Club Risks 5
Risk Identification and Impact Assessment 1 4
Identification Risk Response Post Mitigation
rea of Risk | WBS | Risk | Risk | Risk Risk | pisk B Les Risk | Risk Miz;::i-on
ID Responsibility Risk Statement Impact Statement Owner |Element | Probability | Impact | Urgency Risk Cost CII;:ast:re Response Mitigation Tat; f:r Details if Probability | Impact Risk
. Response
Remaining active as a club
provides coverage under the
If a claim of child 0I General Liability policy;
abuse is made Loss of community trust investigate need for additional
against a club and loss of reputation, club and/or project specific
member, the club  |major hit to fundraising, (100% of | N/A- -Minsurance; vet all new v Plan Risk
DW1 BOD will suffer a loss of members, major BOD All Possible | Major |Immediate | total club |perpetual ELLRZEILELImembers (consider U ery Moderate | | 2N NS
. . | . nlikely Response
catastrophic impact |impact to insurance resources)| risk oLl MIbackground checks); ensure
and lose its standing jpremiums, loss of there are always multiple
in the Kettering standing within OI. members present when
Community. children are part of an activity,
draft and implement a club
Risk Management Plan.
Currently President, President
Elect, IPP, Secretary,
[Treasurer, OI Foundation Rep,
o and 3 BOD positions are
if wa don't fill all . tentatively filled. 3 BOD
Officer positions for Incomplete seF of officers bositions remain, and we'll
the r.IEXt FY b.y April, for the upcoming FY puts . Low to No Plan  |need one of those or one of Very .
Dw2 BOD we risk entering the four execution at risk and | IPP All Unlikely |Moderate |Near term 30-Apr | .. ; Minor Watch
) ) . - Impact Mitigation [our 3 carryover BOD members| Unlikely
new FY with holes in jalso risks our club rating -
our senior leadershipwith OI fo take on 3 VP posttion and
keam : agree to be our next
’ President-Elect. IPP has
responsibility to fill all roles
land ensure vote is complete
by the middle of April.




Set clear, well defined, fact-
based expectations.

Well understood and
documented idea of
successful project completion.

Success is defined in a way
that can be measured and
tested.

o Measures can be cost,
schedule, or
performance.

Defines a clear basis of
acceptance and completion
with the project’s sponsor.




Sample Open Book Test: Summer Food
Program

Success Measurement or Criteria Project Threshold “Success” Measurement
Project Plan coordinated with K(;c:)ilrgil\lcolzg Dor-Wood and Kettering Noon ac(;I?r(;\i/\r/)Iae:iIiE el e e e duls

Food shopping list and quantity is adequate to Shopping list complete, source(s) of all food is

D (PRI et e e S EelmpIss feed 50-70 people confirmed, “shoppers” are assigned

Adequate list of volunteers is confirmed. At least 3 Adults + 3 JOI Club members Volunteer list is complete and confirmed

Flyers and other advanced notice Flyers obtained from organizers are ready NLT 1 Flyers delivered to neighborhood homes NLT
communications is deployed to the affected week prior to affected week; volunteers are Friday, Saturday, or Sunday prior to the affected
neighborhoods. identified to deliver and post week




Step 4: Identify the Tools the Team
Needs

Tools can be anything the team
needs to successfully complete
the project defined in the
charter, project plan, work
breakdown structure and

metrics.
o Facilities
o Vehicles
o Equipment
o Computers and software
o Forms and templates
o Communciations

equipment

Other project-specific
materials

O




Tools for the Summer Food
Program
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Other Tools for Optimist Lea

istrict Governor & Governor Elect

Ol “Measures of a Successful District”

Ol’s Standard Gov/Gov Elect Job
Descriptions

District Reporting Templates & Schedules

Zone Lt Governors

Future District Leaders Training Package

District Website

Distinguished Lt Governor Criteria

Club President & President Elect

BOD, Luncheon Meeting & Speaker
Agenda Templates

Officer and Committee
Role/Responsibility Docs

Ol, Zone, District, and Club Event &
Report Schedules

Club Secretaries and Treasurers

Sec: BOD Minutes Template

Sec: Ol Club Roster Adjustment Reports

Sec & Treas: Club Member Directory

ders

Club Committee Chairpersons

Club Directory

Ol Leadership Training Modules

Other Optimist Club Websites

o A
Sing gyr T

General Leadership Tools for all
Optimist Leaders

The Optimist Creed

0Ol, District, Club Websites

Club, District, Ol Scheduling Tools




Ol and Club Bylaws, Policies, Code of Treas: Club Bank Account Access and

Conduct P - 0l, District, Club Websites Optimists LEAD Training

District Communications Plan and Tools Zone Meeting Report Template

Ol Website Resources Ol/District Report Schedule Club Directory Treas: TaxForms Relevant POC Lists 0l, District Annual Conventions

District Website Optimists LEAD Training Optimists LEAD Training Treas: LoCalendar Sched. Tool Ol Quarterly Magazine

Treas: Accts. Receivable & Payable
Process Dexcrip.

Optimists LEAD Training Zone Meeting Agenda Template 0Ol, OIF, District, and Club Websites Activity Participant Waiver Forms



Step 5: Reporting and
Communications

o  Sponsors & stakeholders want
progress reports.

o Internal communications within your
team help you stay on top of any
issues.

o  Ways to communicate:

o  Social media (pictures,
highlights)

o  Email (informal updates,
formal reports)

Phone calls

Meetings (virtual, in person)
Formal, scheduled reviews
Lessons learned upon

project completlon Systemic Communicator: likes a lot of data

o Don’t fOFgEt to address multiple Direct Communicator: likes to do things their way
communication styles Spirited Communicator: gets excited easily
Considerate Communicator: asks “why” questions

YOU CANNOT NOT COMMUNICATE

O O O O




Typical Club Level Reports

Zone 6 - Club Updates - 1st Quarter 2022-2023
Lt. Governor - Brenda Moore

Dor-Wood Optimist Club, Kettering OH - Club # 24115 — Mike Zywien, President
Current on Ol and District Dues

* T-Shot Report (membership changes) Since 10/1/2022

- New Members: 4

Meetings

Members Lost: 4
Net Change: 0
Total Club Membership as of 10/27/22: 155

- Weekly on Thursdays at 12:00 Noon at the Presidential Banquet Center

- PRIME meetings monthly on Thursday at 6 PM at BW3 in Kettering

— Board of Director meetings on the second Tuesday of every month
Recent Club Activities

September - Annual "Golf for Kids” Fundraiser and Social Event

- September - Installation of 2022-23 Officers

September — Awarded our club’s “Citizen of the Year” to Larry Hodapp
September — Awarded our club’s “Optimist of the Year” to Ron Labatzky

- October - Oakview Elementary JOI Club Pumpkin Carving Event
Other Club News
- New President Mike Zywien has initiated some new activities including:

*  (Club’s new “Spirit of '65: Promise Kept!” award presented monthly
* Quarterly “Youth Achievement” awards

- Upcoming Activities

Hot Items

- Several members signed up to attend the District Conference in November

*  Last Avenue of Flags (fundraiser) deliveries
* Annual Christmas Tree Lot sale (fundraiser)
*  Annual Club Christmas

*  Visitation with the Riverdale Optimist Club
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To: Dorwood Optimist Club 6-11-23

From: Ron Labatzky
Chair Person

Subject: Kids Fishing Derby 2023

0On 6-10-23 the Dorwood Committee made up of Charley Schuerholz, Jack Steel and Ron Labatzky held
the 2023 Kids Fishing Derby at Delco Park. The results of that event is as follows:

Total number of kids: 320
Total number of parents: 283
Volunteers that signed in:
Dorwood: 33
20 from Fairmont Soccer Team, KMS Fishing Club,and Rons Bass Club
3 KNO Members
5 Kettering Police Officers
1friend from Centerville Noon
Total 62 Volunteers

Fishing Poles Provided: 76

Winners: Age 5-8
First PI: Hensley Payne-41 Fish, Second PI: Max Coheerd-33 Fish
Age 9-12
Brennen Rivers-36 Fish, Second PL: Daniel Britton-30 Fish
Age 1316
Jeff Welz-16 Fish, Second PL: Leah Johnson-16 Fish
Largest Fish
Conner McElroy- 13 % inch Catfish

Total Cost of Event: $930.00
Charley Schuerholz donated water, Skyline Chili donated the hotdogs, Ann Anzalone donated $100.00
because Dorwood does so much for our youth.

43 families found out about the event because of the posted yard signs

37 families found out about the event on Facebook plus 12 more indicated the Internet
15 families found out about the event from the Rec Center in Kettering'

18 Kids found about the event through the Juvenile Court System



Did we meet our objectives?

Block 3 Objectives:

o You know the importance of a charter.

o You understand the main elements of a project plan:
o Team organization.
o Work breakdown structure.
o The open book test.

o You could create a project toolkit.

o You appreciate the value of effective and efficient status
reporting.







What’s Next:

2025 Convention: Block 4

Urgency, Flexibility, Improvement

€ eSS eI o raemt. b looay= T - v

change
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