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How 2 Be an Effective Chairperson
Introduction
The role of Chairperson is vitally important
for the success and sustainability of your
organisation and whoever has this task will
be required to perform a number of
different tasks, each bringing something
new to your group.
Being the Chairperson of an organisation
is not an easy task and it comes with great
responsibility to help ensure the smooth
running of proceedings. Having said this, it
can be an incredibly rewarding journey, as
you achieve things individually and as part
of a group.
This short guide contains information and
advice to ensure your Chairperson is as
effective as possible.

to vote for the person who has the loudest
voice or the strongest opinions, as there
are a range of other qualities and skills that
are more important.
Crucially, an effective Chairperson should:
•

Take time to prepare for meetings

•

Conduct meetings in a business-like
manner, keeping to time and
following the agenda

•

Allow all members the opportunity
to voice their opinions

•

Summarise all discussion and
debates before making any
decisions

•

Ensure that decisions are
accurately made and recorded

•

Uphold the organisation’s rules as
written in its governing document
(constitution)

•

Promote and represent the
organisation to others

•

Ensure that decisions are acted
upon

•

Resolve conflicts by discussion and
clarification

•

Support and train the next
Chairperson.

The Role of a Chairperson
Whilst the exact role of a Chairperson will
be different for each organisation, above
all else they will need to be a good
communicator who is reliable and well
organised. These skills will help them
perform a number of general duties,
including:
•
•
•

Chairing meetings, ensuring
everyone is given the opportunity to
contribute
Being the organisation’s main
spokesperson
Creating and maintaining working
relationships with external
organisations.

When deciding who to elect as
Chairperson, it is not always a good idea

The last point is very important as
supporting your successor will allow them
to build on successes and learn from
mistakes.
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Chairing Meetings
During meetings, it is the responsibility of
the Chairperson to ensure that all the
agenda items are discussed. This may
involve giving extra time to issues that
need a longer discussion and reducing the
time for other items that require very little
discussion.
The Chairperson should not only ensure
that members are aware of which agenda
item is being discussed but also check with
the Secretary that they have recorded all
the information required on that item for
the minutes.
It is equally important that the Chairperson
does not dominate meetings (external as
well as internal!). An effective Chairperson
will ensure that they do not abuse their
position, or push their own views but
facilitate a discussion to enable others to
put forward their views.
Lyndsey Rosevear (27), Chair of the
G8/G20 Youth Summit in 2010, shares her
experience:
"Being a Chairperson is both rewarding
and challenging, but I have the opportunity
to work with an extraordinary group of
individuals who I learn from and inspire me
every day. It takes a lot of dedication and
hard work but I hope it will lead to us
strongly influencing the political decision
making process.”

Being an effective Chairperson requires a
clear mind, cool head and the ability not to
force your views on to others.
Five Top Tips for Being an Effective
Chairperson:
•

Prepare for meetings

•

Allow everyone the opportunity to
contribute on the matter being
discussed

•

Summarise key points from the
discussion before a vote

•

Resolve conflicts and
disagreements through discussion

•

Be neutral but also in charge.

