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Overview 
As District Administration Manager, I am responsible for ensuring the effective administration and 
governance of District 74. This included managing official district records, supporting district 
leadership meetings, maintaining documentation, coordinating council and executive committee 
activities, and ensuring compliance with Toastmasters International requirements. The role serves 
as a key enabler of district operations by providing structure, continuity, and administrative support 
to district leaders and committees. 
 
Challenges 
• Managing a high volume of information, documentation, and correspondence across the district. 
• Ensuring timely distribution and accuracy of meeting notices, agendas, minutes, and official 

records. 
• Balancing administrative responsibilities with strategic district initiatives. 
• Coordinating with multiple district leaders while maintaining consistency, governance, and 

accountability. 
 

Leadership Skills Developed in the Role 
• Organizational Leadership: Managing multiple priorities, deadlines, and stakeholders 

effectively. 
• Strategic Communication: Ensuring clear, accurate, and timely communication across the 

district. 
• Collaboration & Influence: Working closely with elected leaders, appointed officers, and 

committees to achieve district goals. 
• Governance & Accountability: Strengthening understanding of policy, compliance, and sound 

administrative practices. 
• Servant Leadership: Supporting leaders and members behind the scenes to enable district 

success. 
• Attention to Detail: Developing a disciplined approach to documentation, record-keeping, and 

decision tracking. 
 

Closing Remarks 
Serving as District Administration Manager has been a rewarding leadership journey so far. The role 
provides valuable opportunities to support the district's mission, strengthen governance, and 
contribute to the success of clubs and members across District 74. I am grateful for the trust placed 
in me, the collaboration of the district leadership team, and the opportunity to grow as a leader. 
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"Leadership is not about being in charge. It is about taking care of those in your charge." – Simon 
Sinek 
 


