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The Chair’s duties and responsibilities include, but are not limited to, the following: 
· In consultation with the Association of Public-Safety Communication Officials (APCO); representing the two California APCO chapters (the Northern Association of Public Safety Communication Officials, NAPCO, and the California Public-Safety Radio Association, CPRA) represent the Committee as its figurehead and spokesperson
· Shall be a member of APCO in the full membership category 
· Determine dates, times and locations for Committee meetings and conference calls 
· Duty to see that the conduct of all Committee meetings are called and held in accordance with the Committee’s Terms of Reference
· In consultation with the Team Leaders, establish and confirm an agenda for each meeting
· Ensure the Committee meeting agenda and relevant documents are circulated to the Team Members at least 3-5 days in advance of the meeting
· Officiate and conduct Committee meetings
· Provide leadership and ensure Team Leaders and Team Members are aware of their obligations 
· Ensure the Committee complies with its responsibilities
· Ensure there is sufficient time during the Committee meeting to fully discuss agenda items
· Manage meeting time appropriately and respectfully
· Provide opportunities and encourage Team Leaders and/or Team Members to contribute relevant information during meetings 
· Ensure that discussion on agenda items is on topic, productive and professional
· Ensure minutes are complete, accurate, retained, included and reviewed at the next Committee meeting
· Regularly review the Committee’s performance 
· Regularly review the effectiveness of meetings
· Identify and manage the process for renewal of the Committee through recruitment of new members
· Communicate regularly with Team Leaders and Team Members
· Announce appointments to Vice-chair and Team Leader positions
· Guide, coach and assign duties as necessary
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