Job Description – XYZ Community Housing Co-operative Inc.
Chairperson
	Reports to
	· Management Committee Meetings

· Annual General Meeting


	Key links to Co-ops Rules, Bylaws and Policies


	· Co-operative’s Rules, Bylaws and Policies, especially Governance Policies
· Co-operatives Meeting Procedure Policy


	Key responsibilities
	· Facilitate effective meetings

· Monitor the Co-operative’s overall compliance with its Rules, By-Laws and Policies

· Monitor the Co-operative’s overall compliance with Housing SA, Community Partnerships requirements

· Monitor the Co-operative’s performance against the requirements of the National Regulatory System for Community Housing

· Initiate annual Strategic Planning activities

· Act as the Spokesperson for the Co-operative
· Take action as required by the Rules and Policies



	Key tasks


	· Comply with the XYZ CO-op Inc.’s Rules, By-Laws and Policies
· Apply the principles of good governance to discussions, decisions and actions taken by the XYZ Co-operative Inc
· Liaise with the Secretary to set the Agenda for Management and General Meetings
· Chair meetings according to the Co-operative’s Rules and Policies
· Cultivate a culture of inclusion, respect, professionalism and mutual co-operation within the Co-operative

· Coordinate the development of the Co-operative’s 1/2/3 Year Strategic Plan
· Refer members and others to the relevant Rules, By-Laws and Policies as required

· Coordinate regular reviews of the Co-operative’s Governance documents
· Recommend changes to Rules or Policies to improve the conduct of meetings

· Liaise with the Secretary to prepare the notice and agenda for Management Committee meetings

· Liaise with the Secretary to prepare the notice, venue, agenda and elections for the Annual General Meeting
· Report to each Management Committee meeting
· Present the Chairperson’s Report at the Annual General Meeting

· 

	Key dates
	· Management Committee Meetings
· Annual General Meeting


	Hours required
	· Minimum 5 hours per month


	Knowledge & skills required
	· Knowledge of the Community Housing legislation
· Broad understanding of all the Co-operative’s Rules, By-Laws and Policies 
· Detailed understanding of the Co-operative’s Governance Policies 
· Understanding of the principles of Good Governance
· Understanding of effective meeting procedure

· Understanding of the Co-operative’s Organisational Structure
· Broad understanding of all the Office Bearers and Coordinator’s Job Descriptions

· Broad understanding of all the Subcommittee’s Terms of Reference

· Good interpersonal communication skills
· Reliable, punctual and able to follow through.


	Minimum Training requirements
	· CPG’s Good Governance training
· CPG’s Role of the Office Bearers and Coordinators


	Other requirements
	· Ready access to the CPG website
· Subscription to CPG e-bulletins
· Ready access to a computer with appropriate software


	Delegated authorities
	· Use of the Common Seal in accordance with the Rules


	Other
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