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Role Outline – Chairperson
HORSHAM TTC
The role of the Chairperson is to oversee the business of the meeting and to keep order among members.  They have overall control, giving direction, keeping focus and giving structure.  Their ultimate responsibility is to take decisions on behalf of the committee following consultation with its members.

Responsible to: 
Committee

Responsible for: 

	Main Duties
	Skills Required

	· Chair committee meetings and Annual General Meeting

· Ensure appropriate documents, including minutes are available for committee members

· Ensure that committee members are aware of their roles and responsibilities

· Act as the ambassador and/or spokesperson for the organisation

· May be called upon to act as mediator
	· Confident and Effective communicator

· Great organisation skills

· Ability to delegate duties

· An understanding of the Forward Plan, governance and standing orders

· Ability and knowledge to act as spokesperson for your organisation

· Unbiased and impartial

· Knowledgeable on equity issues


Meetings are held roughly every 6 weeks.    In addition, the AGM is held around June each year.  The term of office is 12 months between AGMs You will need your own IT equipment.

Other Resources Available

The runningsports website (www.runningsports.org) has useful resources including Quick Guides “The Role of the Chairperson”, along with other downloadable Role Outlines, Top Tips, and information on available training including workshops and workbooks.  Alternatively telephone the runningsports Hotline on 0800 363373.

Also check out the following web sites for other available resources

	CCPR
	www.ccpr.org.uk
	Volunteering England
	www.volunteering.org.uk

	Sporting Equals
	www.sportingequals.org.uk
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English Table Tennis Association, Queensbury House, Havelock Road, Hastings, East Sussex, TN34 1HF

Tel: 01424 722525    Fax: 01424 422103    email: premierclub@etta.co.uk    website: www.etta.co.uk
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Sport England supporting clubs and volunteers



