LEADERSHIP TULSA

Boardsmanship Basics:


Chairing a Committee
You are the point person!  As the chairman of a committee you have taken on an important responsibility for your organization.   By following these guidelines, you are sure to successfully complete your assignment.
· Plan committee focus – understand what success will look like.  At the end of the year, what do you want to say the committee accomplished?  What are the critical steps to get there?

· Recruit members for your committee – keeping in mind the tasks ahead.  Your pool of talent is the entire Tulsa community.  You can recruit from the board, from the organization’s established membership or volunteer base, or you can even go outside of those bounds to get whatever talent you need to get the job done.

· Delegate – assign responsibilities.  You really don’t want to work harder than you have to.  In fact, a hallmark of a great committee chair is someone who gets things done through people.  What does effective delegation and follow up look like?   Be specific about what you want accomplished and when.   Assign tasks to people who will relish them, not dread them.
· Hold people accountable.  It’s one thing to ask someone to do something and something entirely different for them to do it (timely and effectively).  Be clear about deadlines and give people a face-saving out if they don’t plan to get the job done.  You’d rather know early than late if someone just isn’t up to the task.  
· Set meeting dates necessary to accomplish your goals – send out meeting notices.  A big step toward making sure that the committee is getting its work done through people is to have effective meetings at the right frequency.  Effective meetings have several important hallmarks: 1) agendas are communicated ahead of time, 2) those reporting at the meeting are aware of their report ahead of time, 3) action items are recorded and delegated during the meeting.  

· Communicate effectively with your committee.  Formal minutes are not always necessary, but good communication of committee status and actions is important, especially for members who miss a meeting.    Establish an email distribution list early and use it often.
· Document your committee’s work.  Keeping a trail of breadcrumbs is critical to making sure that work gets done and everyone is on board.  Whether you use a file system or a notebook, future chairmen will also thank you for your organization.
· Communicate effectively with the board about your progress – The board is ultimately responsible for the success of your project and can also be a great source of resources and assistance.  What kind of help do you need?  The more you keep the rest of the board informed the more they can support your committee’s work.  
· Develop a successor.  It is critical that the knowledge developed in your committee is passed on to future chairs.  One of the biggest challenges facing boards is the constant turn over.  Boards need an effective succession plan of chairs.  You can potentially help recruit one from within your committee.
· If you can’t fulfill your commitment because of changes in your life, let someone know.  Things happen and commitments change.  If you are unable to fulfill your commitment, don’t avoid it.  Address it!  It damages a person’s reputation if everyone knows they are holding up the success of an organization because they are in charge of a committee but nothing is getting done.  It’s better to find a replacement then to occupy a chair where nothing is happening. 
