FRAMEWORK INFORMATION HANDOUT

_______________________________________________________

ROLE / JOB DESCRIPTION OF THE CHAIRPERSON

1. ROLE OF THE CHAIRPERSON

The role of the Chairperson is two fold. 

Firstly, the Chairperson should provide some overall leadership for the organisation and to have an overview of  what the Project is about and ensure that decisions are implemented.

This does not mean that the Chairperson has to know every detail of what is happening. But it does mean that the Chair should  have an overview of the Project, a good understanding of what the key areas of work are and what work has been delegated to staff and other VBOM members to carry out. 

Secondly, it is the role of the Chairperson  to ensure that the committee meetings run well and the agenda is worked through.

This does not mean that the Chairperson has to have all the answers. Running a Project is a team effort and there is collective responsibility for decisions taken. The Chair facilitates the reaching of those decisions, and provides some leadership when it is not possible to make a decision.

The following information outlines these two roles in more detail.

2.  PROVIDING LEADERSHIP:
Each Chairperson will do the job differently and this should be welcomed. It takes time to grow into the role and it is ok to make mistakes. Providing leadership need not be about taking over or having to be in control of everything. But it is important that who ever takes on the role is consistent, fair and has the ability to build good working relationships.  The most effective Chairpersons are people who:

· Do not dominate meetings or the Project but facilitate discussion and concensus decision making;
· Have the ability to build good working relationships with key staff and VBOM members;
· Are viewed as fair and impartial and not seen as taking specific sides or being in a clique.

2.1 The specific tasks of the Chairperson in taking leadership within the organisation are as follows:

· Having the overview of what the Project is about and its priorities;
· Having a good understanding of the Projects policies and procedures;
· Having an overview of who is delegated to undertake specific areas of responsibility and have the ability to delegate;
· Finding ways to deal with conflict when it arises;
· Being a spokesperson for the organisation when required;
· Building a good working collaborative partnership with the Project Manager.

· Having the responsibility of making key decisions about the Project when required in conjunction with the Manager (Please note: The Chairperson has no more authority than any other member of the Committee unless stated in the governing documentation, this may need to be agreed at Board level);
· Ensuring that procedures are kept and decisions carried out;
· Signing and certifying the annual accounts for the organisation;
· Ensure that the Project participates in regular review and planning procedures.

3. FACILITATION OF THE COMMITTEE MEETINGS:
A key role that the Chairperson plays is in facilitating the Voluntary Board of Management Committee meetings. This is crucial to the smooth running of the Project in terms of responding to issues arising and getting decisions made to address those issues.
3.1  Difficulties for Chairpersons in facilitating their peers:

Often Chairpersons of local Projects are part of the community and are working with their neighbors and friends in trying to bring about positive change. This can pose a number of difficulties, as follows:

· Learning on the job can be difficult and can result in people feeling under pressure.

· Chairpersons often feel they have to know all the answers.

· Taking visible leadership with friends and neighbors present can be daunting and can also create resentment in others.

· Having to stay impartial and fair can also put pressure on the Chairperson, particularly when they feel strongly themselves about an issue.

· Being Chair can often place a burden of responsibility on an individual and this can, at times, feel isolating.

The key issue is to remember that the Chairperson is part of a bigger team and shares collective responsibility for decisions made with the additional role of facilitating the process.

3.2  The specific tasks of the Chairperson in chairing the VBOM meetings are as follows:

Chairpersons role in the meeting:

· Prior to each meeting undertake some planning and preparation (including setting the agenda) in conjunction with the Project Manager (and Secretary if possible or appropriate). This helps in being prepared and up to date with what has happened since the last meeting.
· It is the Chairpersons job to ensure that everyone who wishes to contribute gets their say and to facilitate agreement by consensus where possible.

· Where there is conflict it is the Chairpersons role to try and resolve this or put the situation on hold until people can have time to cool off and think things through.

· Keep people  focused and on track without spending to much time on each issue.

· Clarify decisions made and ensure these are put in the minutes.

· Bring the meeting to a close ensuring everyone is clear about what they have taken on to do.

· Link in with people who have not turned up to the meeting and encourage future participation.

Structuring the meeting:

STEP 1:
Take responsibility for getting the attention of members and ensure 


that the meeting starts and finishes on time.

STEP 2:
Outline the agenda for the committee and ask if there is anything 


for any other business to be added to the agenda. 
STEP 3:
Get all parties to read the minutes and get approval for them both 


proposed and seconded and sign them. 

STEP 4:
Deal with any matters arising from the minutes.

STEP 5:
Move onto the main agenda and give a brief introduction to each 


issue for discussion (this can also be delegated to person with 


knowledge of the issue).

STEP 6:
Facilitate discussion, encourage questions and clarifications and 


facilitate the reaching of a decision. 

STEP 7:
Summarise the decision and who has agreed to do what, by 



when and ensure it is written in the minutes.

STEP 8:
When the agenda has been worked through go to the items in any 


other business and do the same.

STEP 9:
Bring the meeting to a close. Sometimes a closing round to 



evaluate how the meeting went can be a positive way to end the 


meeting, this is up to the style of each Chairperson.

