CHAPS Facilitator Position Description

Purpose:  Provides meeting facilitation during the local CHAPS process for the purposes of project coordination, gathering stakeholder input, prioritizing focus areas, and planning.

Summary:  Under the supervision of the project manager, assures that CHAPS meetings operate in an efficient and effective manner, by facilitating the agenda to meet meeting objectives and get to decision points, within the allotted time period.   

Duties:

· Facilitates project management team (if desired by project manager), steering committee and/or other stakeholder meetings as delegated by project manager

· Works with appropriate leadership and staff to develop agendas, identify meeting objectives, and determine necessary materials and equipment.

· Recommends the structure of the agenda and utilizes facilitation tools to manage the meeting such as ground rules, parking lot, etc.

· Assures that meetings begin and end of time, key decisions are made, and unresolved issues have a mechanism to be addressed at a later date. 
· Assures the documentation of meeting minutes and key decision points.
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