
Plymouth U3A - Group’s Coordinator
Role Descrip�on

The Group’s Coordinator role can be defined in the following:

• Update and record group leaders. U�lise Beacon System for this purpose
• Update dates and venues of group mee�ngs
• A�end and contribute to Execu�ve Commi�ee mee�ngs and follow up on ac�ons
• A�end Monthly mee�ngs and interact with the membership, group leaders and update the

groups’ ac�vity board
• Keep the membership informed of group events in the newsle�er
• Direct inquiries from the membership about joining specific groups to group leaders
• Respond to and follow up queries made by group leaders
• Organise an annual Group Leaders’ mee�ng
• Collect and be aware of ma�ers arising in groups which can be brought to the table at the

Group Leaders’ mee�ng
• Stay abreast of legisla�on and recommenda�ons and to inform group leaders accordingly
• As appropriate, organise Group Leaders mutual support networks (e.g. Group Leaders Café)

Assist and mentor New Groups (this can be done by a sub group of volunteers)

❖ Adver�sing and raising interest in the new group
❖ Arranging ini�al mee�ngs to establish the new group
❖ Advising and mentoring new group leaders

Responsibili�es as a Commi�ee Member

• Be prepared to assist with/perform any other tasks at the request of the Commi�ee.

• Be aware of the requirements in being a U3A Trustee and adhere to the Code of Conduct and
the Data Protec�on Act.

• Be familiar with the Plymouth U3A Cons�tu�on.

• Promote the U3A ethos& Encourage others to volunteer to assist the commi�ee

December 2019

Plymouth


