
POSITION DESCRIPTION  
 

4-H CLUB ORGANIZATIONAL LEADER 
 
PURPOSE: Provide overall leadership and guidance for a group of youth and leaders in a 4-H club. 
 
RESPONSIBILITIES: 
1. Recruit and enroll members (ages 5-18). 
2. Recruit and involve parents and other adults as project or activity leaders and/or club helpers. 
3. Communicate with officers, members and other leaders, information about club, county, district 

and state 4-H activities and events. 
4. Provide reports and records to 4-H office as requested. 
5. Provide orientation and 4-H information for new 4-H families and new 4-H leaders. 
6. Oversee regular meetings of the entire club. 

With officers and other leaders: 
A. Schedule meetings. 
B. Arrange for a meeting place. 
C. Notify members and parents of meeting date, time and place. 
D. Attend club meetings. 

7. Help club officers plan meetings and teach them to carry out their duties. 
8. Work with club to carry out club’s county-wide events, activities and responsibilities. 
9. Delegate as many of the above responsibilities as you can to older members, teen leaders, 

parents, project leaders, club helpers and others.  The more people involved the more 
ownership they have in their 4-H Club. 

10. Complete IRS Required Documentation & submit to the Extension Office by July 15th each year.  
11. Follow all financial rules and regulations 
12. Follow 4-H name and emblem rules and regulations 
 
TRAINING AND ASSISTANCE: 
1. County New Leader Orientation 
2. Experienced Leaders 
3. Area, District and State leader training meetings 
4. 4-H Leader’s guides and other 4-H publications 
5. CSU Extension Office (Consultation, phone-in-help, support, and encouragement) 
 
TIME COMMITMENT: One 4-H year (Oct - Sept) (average time per week 2-3 hours). 
 
BENEFITS: 

Opportunity to help youth and the community 
Get to know and interact positively with young people 
Opportunity to contribute to the community and its youth 
Learn leadership and organization skills 
Sense of accomplishment and satisfaction 

 
QUALIFICATIONS: 
• Interest in helping youth 
• Interest in 4-H educational programs 
• Ability to organize and coordinate 
• Ability to communicate with youth and adults. 
 

 


	1. Recruit and enroll members (ages 5-18).
	2. Recruit and involve parents and other adults as project or activity leaders and/or club helpers.
	3. Communicate with officers, members and other leaders, information about club, county, district and state 4-H activities and events.
	4. Provide reports and records to 4-H office as requested.
	5. Provide orientation and 4-H information for new 4-H families and new 4-H leaders.
	6. Oversee regular meetings of the entire club.
	A. Schedule meetings.
	B. Arrange for a meeting place.
	C. Notify members and parents of meeting date, time and place.
	D. Attend club meetings.
	7. Help club officers plan meetings and teach them to carry out their duties.
	8. Work with club to carry out club’s county-wide events, activities and responsibilities.
	9. Delegate as many of the above responsibilities as you can to older members, teen leaders, parents, project leaders, club helpers and others.  The more people involved the more ownership they have in their 4-H Club.
	10. Complete IRS Required Documentation & submit to the Extension Office by July 15th each year.
	11. Follow all financial rules and regulations
	12. Follow 4-H name and emblem rules and regulations
	1. County New Leader Orientation
	2. Experienced Leaders
	3. Area, District and State leader training meetings
	4. 4-H Leader’s guides and other 4-H publications
	5. CSU Extension Office (Consultation, phone-in-help, support, and encouragement)

