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Officer roles

Chairperson Vice-Chairperson



Officer rolesRole of a Chairperson

Leadership

 Ensure the continuing
development of the constituency.

Ensure matters are dealt with in
an orderly and efficient manner.

Act as the formal spokesperson
for the constituency.

Communicate effectively the
vision and purpose of the
organisation.

Provide leadership and ensure
the effective operation of the
branch and Officer Board.



Role of a Chairperson Officer roles

Challenge any behaviour that is
direspectuful and or upsetting to
members present

Adopt the agenda and follow the
standing orders

Chair the meeting in a respectful
way hearing all voices and points
of view

Create an agenda and work
with the secretary to circulate it

Plan meetings in an efficent
and effective way

Managing and Chairing Meetings

Work with your officer board
collegues to find a sutiable
place for a meeting



Role of a Chairperson Officer roles

Encourage teamwork
and a low stress
atmosphere

Delegate tasks clearly
and fairly amoungst
officer board collegeues

Teamwork

Remember that you
are all voluneers

Be respectuful to
everyone 



Role of a Chairperson Officer roles

Evaluation questions

Have we set targets for the year?

Do we have a constituancy plan?

Are all officers clear on their roles?

Are duties allocated properly and
fairly?

Are meeting being run efficnetly
and effectivly?

Do I have an agenda for each
meeting?

Do I adhere to the adgenda?

Do we start and finish meetings on
time?

Are decisions made being followed up
on?

Do I have enough contact with other
officers?

Are there new leaders coming through
the constituancy?

Are we having too few or too many
meetings?



Secretary

Officer roles



Role of a Secretary Officer roles

Responsible for the internal and
external communication in the
constituancy.

The secretary should work hand
in hand with the Chairperson

The branch secretary should be
organised and keep members
infomed

Should have access to a
computer and have some
familiarity with Microsoft Word
and Exel.

Should work with the Officer
Board to organise meetings and
events.

Role



Role of a Secretary Officer roles

Good organisational and
people skills

Ability to work with the
whole officer board and
branch Able to utilise

membership lists that
are givin in the exel
format

Willingness to liaise with
other branch secretaries
and public
representitives

Being patient and good
natured

Required Skills and Qualities



Role of a Secretary Officer roles

Organise at least one
meeting a year which is
the branch AGM

Responsibilities

Agree an agenda with
the chair and distribute
to members via email

Inform members of
notices and guest
speakers

Take and distribute the
minutes of meetings

Note and respond to
any correspondance
with the branch

Liaise with the YFG
regional organiser and
the Fine Gael regional
organiser

Comply and uphold the
organisations GDPR
policy



Role of a Secretary Officer roles

Sample Agenda and Preperations

Open Meeting
Adoption of Agenda
Minutes from previous meeting
Matters Arising
Correspondance
Officer Reports
Main Agenda Item
Address of Public
Representitves
Any Other Business (AOB)
Close of Meeting

Before the Meeting:

Check the room is adiquate for
a meeting
YFG banner is there if
available
Copy of the agenda for
attendees
Minutes from the previous
meeting are circulated



Officer roles

Social Media Officer/
PRO



Officer rolesRole of a SMO/PRO

Manage the social media
accounts of the branch

Support candidates and
public representitves
from that constituancy
online

Moderate the social
media accounts for
harmful messages and
or comments

Create content for
the branch and
reshare the
organsisations posts

Report and abusing or
offensive content to the
platform or HQ if
applicable



Officer rolesRole of a SMO/PRO

If the account is being harrased contantly by an individual you can
block them so they can no longer find the account

Moderation

If hateful or harmful messages are being spread in the comments
you can filter certain words that cannot be used

You can also hide comments that are already posted

Use common sense



Youth Officer

Officer roles



Questions


