Committee Chair Role and Transitional Activities
Title:	Committee Chair

Purpose:	
· Committee Chairs are responsible for leading their committees and as such are responsible for planning and developing programs and activities that are relevant to the meeting the committee goals and objective, as well ad, relevant to the Howard County Community needs.
Responsibilities:	In addition to the responsibilities outlined in the bylaws (see ARTICLE IX Standing Committees pages 15-18), Committee Chairs shall:
· Promote and Facilitate programs for their respective Committees.
· Generate monthly meeting agendas and send out or post so all members have access
· Generate monthly reports based on the templates provided by the Program Committee chair
· Ensure accurate minutes are taken during each Committee meeting
· Document attendance at each Committee meeting


Partners With:
· Executive Committee
· Committee Members
· Chapter Members
· Community Partners

Qualifications:	These skills are preferred; however, it should be noted that a Committee Chair is not required to have all of the skills 

· Willingness to learn and embrace The Links Incorporated vision, mission, strategic plan, and other guiding documents.
· Working knowledge of Roberts Rules of Order 
· Familiarity With the Committee subject matter
· Strong Oral and Written Communications Skills
· Demonstrated Commitment to the Chapter
· Demonstrated organizational and leadership skills
· Demonstrated time management skills.
· Demonstrated problem-solving skills.
· Demonstrated interpersonal and negotiation skills.
· Demonstrated fundraising skills.
· Ability to use tools that assist in operational efficiency


Other Responsibilities:
· Operations
· Develop and Build Community Partners as related to the Committee
· Build healthy working relationships with the Chapter officers, other Facet and committee chairs,
· Develop, plan and execute program and activities consistent with the Chapter’s strategic plan
· Develop, plan and execute the appropriate parts of the Chapter’s strategic priority implementation plan
· Timely generation and distribution of meeting minutes, as well as, any agreed upon records
· Emails
· Set up distribution list(s) as needed
· Calendar (e.g. Team Up) 
· Use the Team Up calendar for any event or activity that are/will be scheduled by the committee 
· Standard Folders 
· Work with the Technology Committee to set up standard file folder (thumb drive, other storage media) as needed for the Committee
· Document any online account information such as system log in information, permissions, etc. consistent with the Chapter transition planning process 
· Communicates in a timely manner to include but not limited to: email, voicemail and text messages.  These communications should occur within 48 hours of receipt
· Conduct transition meetings with the incoming Chair during Committee Chair Changes

