
 
 
 

 

The Role of a Chairperson. 
 

One of the on-going concerns for most committees and 
Boards of Management is the recruitment and retention of 
suitably skilled and interested volunteers in the leadership of 
a group or organisation.  
 
The Wimmera Volunteers Committee Recruitment brochure 
pack assists committees by outlining the general duties and 
obligations expected within each of the main roles. The pack 
entitled “So you’ve been asked to join a Committee…” 
consists of four brochures: 

·  The Committee member,  
·  The Chairperson,  
·  The Secretary  
·  The Treasurer 

 
The following information sheet will expand on the simple 
and practical advice contained in the “So you’ve been asked 
to be the Chairperson…” brochure. 
 
Choosing an effective Chairperson: 
 
The Chairperson is essentially the leader and figurehead of a 
group or committee.  The role of a Chairperson might be 
seen as the “Umpire” and “Referee” for the group. This 
person needs to keep and act on the rules of the 
organisation in the interests of good conduct, justice and fair 
play.  Other common terms for the role include Chair, 
President, Leader, Director or Head. 
 
Good leadership requires that the Chairperson has a number 
of qualities other than a willingness to “lead”.  Anyone may 
be able to “lead” a group in a meeting, but a good leader 
stimulates and progresses the whole team rather than 
dictates. 

 
When selecting a Chairperson, ask the following questions to help guide your choice: 

 
·  Is the person known for getting things done?   
·  Do they have a reputation for being a consistent and reliable worker? 
·  Is the person capable of making fair and even-handed decisions for the benefit of the whole 

group?   
·  Is the person able to stimulate and inspire others? 
·  Are they generally cheerful, enthusiastic, patient and good-humoured when working with many 

different kinds of people? 
·  Will this person have enough knowledge of the group’s history and do they value the group’s 

objectives? 
·  Do they have an understanding of how a committee functions and the formal procedures that are 

required to meet any legal and legislative obligations of the group? 
·  Is the person able to demonstrate impartiality, firmness, tact and common sense? 
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At the most basic level, a Chairperson is someone who has an air of authority, is flexible when 
managing people and situations; is impartial and fair and has the maturity to accept and work with 
different temperaments and personalities.   

General Duties of a Chairperson   

Before a Committee or General Meeting, a Chairperson should undertake the following actions: 

·  Check the minutes of the previous meeting and consult with the Secretary on all the business 
to be discussed.  

·  Work with the Secretary to ensure that tasks which were to be completed between meetings 
are completed.  

·  Supervise and prepare the agenda, together with the Secretary. 
·  Be acquainted with any reports, correspondence, business etc, which is to be presented at 

the meeting.  

During the meeting, a Chairperson will: 

·  Open the meeting. 
·  Check for quorum.  [The number deemed a quorum of the group should be in the group’s 

rules or constitution and no business should be conducted until this number is met at any 
meeting]. 

·  Conduct the business of the meeting according to the agenda unless it is altered with the 
consent of those present at the meeting. 

·  Confine discussion to the agenda, ensuring that matters and motions are dealt with and 
settled before passing on to the next item.  

·  Allow free and, if necessary, formal debate. Note that a Chairperson should leave the Chair 
to engage in formal debate before  debate has started just after the first mover of the motion.  

·  Give all those wishing to speak the opportunity to do so.  In more formal meetings, it is 
important that remarks are addressed to the Chair.  In all cases, no private discussion or 
personal matters must be introduced or discussed.  

·  Nominate who is to speak, if two people should try to speak at the same time. The 
Chairperson's decision on such points is final so must give everyone involved a fair hearing. 

·  Make every effort to let those present at the meeting understand the reasons for and the 
purpose behind their decisions and rulings. A good Chairperson ensures justice is done and 
is seen to be done. 

·  Close the meeting when all matters on the agenda have been attended to. 

When should a Chairperson leave the Chair during me etings? 

The Chairperson should leave the Chair during meetings in which they are directly affected by the 
discussion.  For example, they will need to step down from the Chair during an election they are 
contesting, or during discussion of motions either censuring or congratulating them.  Other times they 
need to step down will be when dealing with dissent about their rulings. Again, this ensures that 
justice is done and is seen to be done.  

In conclusion: 

A Chairperson is a person with the ability to motivate and direct a group towards beneficial goals, 
objectives and outcomes which match with the group’s aims and mission.  They play a critical role in 
the team by demonstrating effective, compassionate and strong leadership.  They keep the position 
of Chair impartial and they are fair and tolerant.  They act with authority when necessary to see that 
justice is done. They act in a way to ensure that the position of Chair is seen to be clear of conflict of 
interest or personal gain. 


