
Ver. 1.1 Branch Chair – Job Guidelines

 Title:  Branch (insert) Chair

1. Work Locations – from home, at Branch meetings and also representing the Branch at the Provincial AGM and Directors meetings

2. Purpose of the Position – Provide Branch leadership and direction by organizing and chairing Branch meetings. Represent Branch interests by providing input to the Provincial Directors

3. Responsibilities and Duties: 

a. Ensures preparation of an agenda and chairs the Branch meetings following Robert's Rules of Order and the BCGREA Constitution, Bylaws and Policy and Procedures

b. Acts as a liaison with the BCGREA Provincial Table Officers and serves as a BCGREA Director

c. Attends the provincial AGM and Directors meetings

d. Schedules and chairs Branch Executive meetings as required

e. Ensures notices of meetings are publicized as appropriate

f. Coordinate BCGREA Branch representation at "Approaching Retirement Workshops" in the local area to inform potential members about our organization

g. Communicates in writing to outside agencies as requested by the branch membership

h. Seeks answers to questions that members ask regarding their pensions, benefits and BCGREA policy

i. Serves as a Signing Officer on Branch accounts

j. Ensures preparation and submission the Accidental Death & Disability (AD&D) forms annually to the provincial Secretary to ensure delegates have insurance coverage while on BCGREA travel

k. Ensures preparation and submission of a list of the Branch Executive names and contact information following the Branch AGM to the provincial Secretary for posting on the BCGREA website

l. Ensures booking of the meeting dates and times with the venue for Branch meetings

m. Ensures submission of a list of the Branch meeting dates to the Provincial Secretary annually for posting to the BCGREA website

n. Prepares and submits a concise report to the Provincial AGM summarizing Branch activities and events for the preceding year which may be posted on the Branch page of the BCGREA website 

o. Assists and delegates tasks for other Executive positions when needed

p. Maintain a record of the position and pass on to position successor

4. Assets

a. Access to a computer, internet connection and basic computer skills including use of emails

b. Leadership skills and knowledge of the BCGREA Constitution and Bylaws

c. Polite

d. Communication skills 

5. Commitment Expected

a. Organize and Chair meetings

b. Estimated time per month, including meetings ~ 7 hours plus travel to and attendance at Provincial Directors meeting and Provincial AGM
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