

[image: A black background with a black square

AI-generated content may be incorrect.] 
Role description – Groups Coordinator 
The role 
As Groups Coordinator you will facilitate the setting up of new interest groups at our u3a.
This will be done by:
· Supporting and advising Group Leaders
· Ensuring good communications between group members, the Committee and the u3a as a whole
· Encouraging and supporting Group Leaders to follow best practice in running their group safely. 

Some of these responsibilities can be shared with other members.
Key Tasks:
Setting up and supporting new groups 
· Recruit new Group Leaders
· Provide support for new Group Leaders
· Gather input from members on potential new interest groups
· Maintain regular contact with groups and provide support for any challenges
· Monitor and collect information about group numbers and, where there are waiting lists, encourage members to start new groups.  

Providing support and advice to Group Convenors/Leaders 
· Maintain a list of local venues for groups
· Inform Group Leaders about the resources available from the Trust via the  u3a website, e.g. Subject Advisers, Third Age Matters Magazine, u3a Friends newsletter 
· Be the first point of contact for queries, problems or challenges that arise in the running of interest groups. Provide support, referring more serious matters to the Committee
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