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Board of Directors – Committee Chairperson Job Description

(DCGLT)

Position:
Committee Chairperson

Authority:
The Committee Chairperson provides leadership to the Committee. As the chair of a committee, the Board Member’s advice on Committee issues is highly regarded by the Board of Directors.

Responsibilities and Duties:
  The Committee Chairperson is directly accountable to the Board of Directors and indirectly accountable to all members of the Trust. The Committee Chairperson’s roles are to:

· Serve on the Board of Directors

· Commitment to the Committee and its members 

· Provide leadership to the Committee

· Review the terms of reference and mandate of the committee as outlined by the Board

· Recruit an appropriate number of committee members to carry out the mandate

· Orient members to the committee’s mandate and position in the DCGLT 

· Call committee meetings and develop agendas with the input of the members

· Chair committee meetings

· Encourage members to participate

· Keep discussion on topic by summarizing issues

· Guide the committee through its meetings to fulfil the committee’s purpose

· Recognize each member’s contribution to the committee’s work

· Delegate appropriate tasks to individual committee members

· Know staff members’ role on committees and make sure they have an opportunity to be heard before recommendations are sent to the Board

· Plan and evaluate the committee’s work with the help of the members

· Make sure meeting minutes and other relevant information are recorded and filed

· Report the committee’s progress to the Board of Directors and the membership on a regular basis

· Orient the new Board Committee Chairperson

Requirements:  
The Committee Chairperson is expected to attend, at the minimum, one monthly Board Meeting (usually every 3rd Wednesday of the month at 7pm) and any additional Committee meeting(s). The Committee Chairperson’s membership fee ($10 per year) must also be up to date.

Term:

A Committee Chairperson usually serves one term, upon appointment. One term is the time between Annual General Meetings (usually one year), or the specified duration of the Committee’s involvement. Committees may be temporary or permanent structures of the Trust.

Qualifications & Skills:
The preferred skills and knowledge of a Committee Chairperson include… 

· Direct leadership & management skills,

· Previous experience working on a non profit Board,

· Knowledge in committee’s focus area (i.e. knowledge of financial matters for the Finance Committee)

· Organizational skills,

· Problem solving skills,

· Communication skills (verbal and written) and

· To be able to act independently and as part of a team

Evaluation:

Each member will have a chance during his or her term to submit a self-assessment form. This form will help describe some of the successes and failures of the committee’s endeavors. It will provide information to the Trust informing the Board of Directors of our strengths and weaknesses. It will identify areas that need improvement and allow us to recognize the areas in which we excelled. Evaluation of the Committees is an important tool for development strategies.

Benefits:
What benefits can the DCGLT Board of Directors – Committee Chairperson expect to receive?

· Career development

· Ability to use your expertise and skills in governing a Committee

· Working within smaller groups and focusing on key issues

· Satisfaction of making a difference in the community and the environment

· Opportunity to work with individuals of diverse backgrounds

· Development of effective decision-making skills

· Increased understanding of group dynamics and relationships 

Approved Date:
The Board Committee Chairperson’s job description has been approved on **/**/1999 and will be reviewed yearly (corresponding to the AGM).


Types of Committees:

Board Development Committee


Finance Committee


Fundraising Committee

Nominating Committee (recruitment and orientation)


Planning Committee (issues like ERT, Dogwood Extension)


Public Relations Committee
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