Group convenor co-ordinator
Job description

Key Tasks
1. To support established groups
2. To encourage and promote the formation of new groups
3. To keep the committee and members informed.
Responsibilities
· To liaise with the Group Convenors in order to prepare reports on their activities for the web-site, committee meetings and members’ meetings.
 

· To present such reports at committee meetings and at members’ meetings.
 

· To ensure that relevant committee decisions are communicated to Group Convenors and that any group issues are brought to the attention of the committee.
 

· To encourage, promote, and accept requests from members for the formation of new groups and to gauge when there is sufficient interest to enable a viable group start-up.
 

· To organise and take the Chair at the initial meetings of each new group and to assist the group to find and appoint a suitable Convenor. 
· To ensure that new Group Convenors are fully acquainted with the appropriate U3A operating procedures. A Welcome Pack for Convenors is available.
 

· To be the contact and provide assistance to Group Convenors who are experiencing difficulties in their group, or problems that might arise in running the group.
 

· To assist maintaining an up-to-date timetable of group activities for the web-site.
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