Role of the Chair

As the Chair of a meeting, you have several important roles: knowing the group, helping members get
started, planning ahead, preparing for meetings, and presiding at meetings.

Helpful tips:

Know your group — find out what your members’ skills are and what they can do. Make sure all members
understand their roles and responsibilities;

Help Members get started — involve and motivate your group members. Be sure your members
understand their purpose, responsibilities, timelines and budgetary constraints;

Prepare for meetings — plan your agenda. Check on all pre-meeting arrangements; and,
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Preside at meetings — establish your guidelines or rules of order. Follow your agenda; involve the
members; manage the discussion.

Role of the Secretary

* Providing relevant information, ideas and opinions as a participant in the meeting;

» Record without note or comment all resolutions, decisions and other proceedings at the meeting (as
per the Municipal Act, 2001).

» Keeping an accurate set of minutes of each meeting;

» Keeping an up-to-date membership/contact list;

* Distributing minutes to members and notifying them of upcoming meetings;

» Keeping a list of all advisory committees and members;

* Helping the Chair with preparing the agenda, advice on meeting procedure, reference materials and
information retrieved from the records; and,

* Making meeting and physical set-up arrangements (Note: room bookings with City Facilities will be co-
ordinated through the Committee’s Staff Liaison.)
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