
ROLE DESCRIPTION 

 
POSITION TITLE: GROUP CHAIR 

GRADE: VOLUNTARY THREE-YEAR ROLE 
LOCATION: BASED REMOTELY 

 
The IRMS is committed to diversity and equality of opportunity for all and is opposed to any form of less favourable                     
treatment and harassment on the grounds of race, religious beliefs, creed, colour, nationality, ethnic or national origins,                 
gender, marital status, parental status, age, sexual orientation or disability. 

 

Position Responsibilities: 
An IRMS Group Chair is a leader of either a regional, sector or special interest group of the IRMS. IRMS Groups are a key                        
way in which the IRMS interacts with its membership and third parties and is seen as one of the key benefits of                      
membership in the IRMS. Group events can consist of focusing on specific issues or current events or looking at new                    
technologies and future issues. 

A Group Chair shall be a member of the IRMS and shall be elected by popular vote by their group members for a term of                         
three years. Group Chairs are responsible for ensuring that their respective meetings and events occur at least three                  
times a year and that these are communicated via as many channels as possible. 

Effective administration of the IRMS and its membership are key priorities for the IRMS, and groups and their leadership                   
play a key role in this. Group Chairs are encouraged to engage with their members and event attendees to promote the                     
IRMS, capture any issues that need resolving and escalate any such matters, where appropriate. 

Where possible, a Group Chair should attend quarterly calls with the IRMS Groups Director to report on progress and any                    
plans for the year, as well as seek support from the wider IRMS as needed. Where it can, the IRMS Executive will provide                       
a member of the Executive to attend and support group activities. Group Chairs also are required to attend an annual                    
face-to-face meeting with the IRMS Executive at the IRMS Conference (typically in May). Executive face-to-face meetings                
are held quarterly in different regions, and the local Group Chair or Co-Chair of the local group will be invited to represent                      
the Groups. That Group Chair will be expected to produce a headline report that can be shared with the other Chairs as                      
part of feedback from the meeting. 

 

Duties:  
Act as a member of the IRMS Groups by supporting the IRMS in its various initiatives and projects. 

Be the key contact for their prescribed IRMS group, including management of the respective group contact email account. 

Encourage and embrace working in a collaborative and knowledge sharing environment with the Groups Director and 
other Chairs. 

Be responsible for the group’s administration and seek administrative support within their prescribed group membership if 
deemed necessary – e.g. Groups Secretary, Support, Finance support, including hosting at minimum three group events 
a year. 

Actively seek volunteers at Group Events to submit content either for future events and/or the IRMS Bulletin. This includes                   



encouraging IRMS members to seize the opportunity when it arises to become more involved with the work of the IRMS.                    
This may take the form of involvement on a special project or working group, or supporting their local group chair at                     
events. 

Attendance at three conference calls per year, chaired by the Groups Director, between the provision of reports and prior                   
to the IRMS Executive quarterly meetings including attendance at the annual IRMS conference & face-to-face group                
chairs meeting. 

With support from the Groups Director, production and ongoing maintenance of a programme of events/themes for the 
year. 

Utilise all approved IRMS social media and communication channels to market events, push out articles of interest 
relating to Information & Records Management. 

The Group Chair is responsible for spend for that specific groups’ budget. This includes oversight and approval of spend 
and ensuring all invoices and financial requests are submitted in a timely manner and in accordance with the IRMS 
Standing Orders. 

Monitor the level of member’s v non-members at events and report back to the Groups Director to enable the Groups 
Director to implement a marketing strategy for specific areas if deemed necessary. 

Inform the Groups Director of issues arising within the Group to enable a quick resolution and if necessary, at the 
discretion of the Groups Director, the Groups Director will escalate to the IRMS Exec. 

 

Person Specification - Qualities, Skills and Knowledge: 
Member of the IRMS 

Knowledge of the Society’s work and services offered, including key networks 

Excellent organisation, prioritisation and time management skills 

Excellent written and verbal communication skills 

Knowledge of relevant IT applications (e.g. M365, G Suite, Dropbox, social media, etc) 

Understand what the expectations are of IRMS members and ensure this is consistently incorporated into the role as 
appropriate 

Apply a sensitive approach to the feelings of members 

Be impartial and objective 

Show interest in members’ viewpoints 

Ensure decisions are taken and recorded 

Team Working 

Desire to learn and apply knowledge sharing and collaboration 

Takes responsibility for own personal and professional development 

Desirable: IRMS Accredited or working towards becoming an Accredited Member 


