POSITION DESCRIPTION - CHAIRPERSON

Purpose of the Position
To maintain the best interests of name of organisation through strategic planning and providing guidance to Trustees / Board Member delete not applicable and Manager. 
Key Relationships




Internal relationships





External relationships
· Trustees / Board Members delete not applicable
(    Government Agencies

· Staff






(    Funding organisations

· Volunteers





(    Referral Sources









(    Clients
(    Community Organisations 

Responsibilities
· Guiding the activities of the organisation in accordance with its Trust Deed / Constitution / Rules delete not applicable and policies
· To ensure the organisation is acting in accordance with relevant industry legislation 

· To ensure the organisation is meeting contractual obligations for government contracts and community funders 

· Ensuring the level of service provided internally and externally is of a high standard
· Act as the public officer liaising with members of the public, affiliated bodies and government agencies
· Initiate complaints procedure when a formal complaint is received
· Oversight of any statements to the media
Tasks:

· Chair Board meetings in a constructive and positive manner
· Liaise with the Secretary to plan the agenda for each meeting

· Presentation of a full report of the year's activities at the AGM
· Signing off of minutes from previous meeting once confirmed as a true and correct record
· Regular communication with the Manager

Levels of Authority

· Delegation to sign funding applications on behalf of the organisation
· Delegation to accept government contracts on behalf of the organisation
· Signing authority on the organisations bank acccounts 
Knowledge and Skills  

Ideally the Chairperson is someone who:

· Has previous board experience

· Can communicate effectively

· Is well organised and can delegate tasks
· Can maintain confidentiality on relevant matters
· Has a general understanding of the organisation its rules and policies
· Eligibility to be an officer as outlined by Charities Services applicable for registered charities only
Estimated Time Commitment 
The approximate time commitment required as the Chairperson of name of organisation is approximately xx hours per month.
Duration of Appointment

The Chairperson is appointed for a one year period, and may be re-elected at an AGM for up to a maximum of xx consecutive years.
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