
Club Resource Manager 

Reports To: Director, Member Experience 

Location: Alberta (Hybrid/Provincial Travel Required) 

Status: Full-Time 

Position Summary 

The Club Resource Manager plays a pivotal role in strengthening the foundation of 4-H Alberta by ensuring 

every club has the resources, guidance, and support needed to provide exceptional experiences for members, 

leaders, and volunteers. 

Working with a member-first philosophy, the Club Resource Manager serves as the primary resource for club 

operations, volunteer support, governance, risk management, and organizational excellence. This role 

collaborates closely with regional staff, volunteers, and provincial leadership to build healthy, sustainable clubs 

that deliver safe, engaging, and high-quality programming. 

The Club Resource Manager champions consistency across Alberta while empowering clubs to remain locally 

relevant, innovative, and responsive to their communities. 

 

Key Responsibilities 

Club Success & Support 
• Serve as the provincial resource for all 4-H clubs. 

• Provide advice on club operations, governance, constitutions, policies, and procedures. 

• Assist clubs with annual planning, reporting, and organizational requirements. 

• Develop practical resources and toolkits that simplify club administration. 

Volunteer Leadership 
• Support Club Leaders, Executives, and volunteers with leadership development and coaching. 

• Support volunteer onboarding resources and best practices. 

• Promote positive volunteer engagement and recognition. 

• Foster a culture of respect, collaboration, and continuous improvement. 

Member Experience 
• Ensure every club delivers safe and meaningful experiences. 

• Promote consistent implementation of member programming. 

• Monitor trends affecting member recruitment, retention, and satisfaction. 

• Support initiatives that enhance youth leadership opportunities. 

Governance & Risk Management 
• Provide guidance regarding 4-H Alberta policies and standards. 

• Assist clubs in understanding governance responsibilities. 

• Support conflict resolution using restorative approaches whenever possible. 

• Ensure clubs maintain compliance with organizational expectations. 

Training & Education 
• Support training for leaders and volunteers. 



• Support webinars and online learning modules. 

• Deliver presentations at conferences and leadership events. 

• Support implementation of the Legacy Leaders initiative. 

Collaboration 
• Collaborate across departments to improve member services. 

• Share emerging trends and opportunities for organizational improvement. 

• Support strategic initiatives that enhance the overall member experience. 

Continuous Improvement 
• Evaluate club performance indicators. 

• Analyze member and volunteer feedback. 

• Recommend operational improvements. 

• Contribute to organizational planning and innovation. 

 

Qualifications 
• Postsecondary education in Business, Education, Community Development, Agriculture, Leadership, 

Non-Profit Management, or related discipline. 

• Minimum 5 years of progressively responsible experience in volunteer management, community 

development, youth programming, or non-profit leadership. 

• Experience working with volunteers and governance structures. 

• Knowledge of rural Alberta communities is considered an asset. 

• Experience within 4-H is highly preferred. 

 

Knowledge & Skills 
• Outstanding relationship-building skills. 

• Strong organizational and project management abilities. 

• Excellent written and verbal communication. 

• Conflict resolution and facilitation skills. 

• Governance and policy interpretation. 

• Training and adult education experience. 

• Strategic thinking and problem solving. 

• Ability to work independently while collaborating across teams. 

• High level of professionalism, diplomacy, and discretion. 

 

Core Competencies 
The successful candidate will demonstrate: 
Member First Focus Leadership  Accountability  Collaboration Integrity Adaptability 

Innovation   Service Excellence Continuous Learning Respect  Inclusion 

 

Working Conditions 
• Provincial travel required. 

• Evening and weekend work during peak programming periods. 

• Valid driver's licence required. 

• Ability to attend conferences, Achievement Days, leadership events, and provincial meetings. 

 

Success Measures 



Success in this role will be demonstrated through: 

• Increased club satisfaction. 

• Strong volunteer engagement and retention. 

• Consistent implementation of provincial standards. 

• Growth in club sustainability. 

• Timely resolution of club issues. 

• High-quality training and educational resources. 

• Improved member experience across Alberta. 

• Positive relationships with volunteers and regional teams. 

 

Our Commitment 
At 4-H Alberta, we are committed to creating exceptional experiences where young people develop into 

confident, capable, and caring leaders. The Club Resource Manager is instrumental in ensuring every club has 

the tools, support, and guidance necessary to help members Lead Today. Inspire Tomorrow. 

 


