Postgraduate Certificate (F1PH) and Award  (F1PJ) in Transferable Skills in Science for Advanced Researchers
17. Chair a meeting or committee
Rationale	
Committees and meetings are part of the business process and will be found in whatever line of work you pursue.  Chairing a meeting is an important role and requires not only being involved in setting the agenda for the meeting, but also steering the meeting and maintaining the focus in order to ensure a productive outcome and following up on the conclusions.
It is a skill that builds with experience and practice, and there are many opportunities at Warwick to take on this role.  This can be as simple as leading a meeting within your research group, but could equally involve getting involved with more high level committees such as the Research Staff Forum and departmental committees such as health and safety or research staff associations
Detailed Requirements:
Chair a meeting and be involved in setting the agenda, deciding who will record the minutes of the meeting and establishing any follow-up meetings (if required)
Portfolio Requirements
Minor Option:  1 CAT point
Take the chair for a single meeting, be involved in establishing the agenda and identifying any action items and follow up (if any) required.
Include the agenda for the meeting and write a short report (<2 pages) indicating the positive and negative outcomes and what you have learnt from them and career outcomes.
Major Option:  2 CAT points
Take the chair for a series of meetings (minimum of three), being involved in establishing the agenda and identifying any action items for the subsequent meetings. Be aware of the goal of the meeting series.
Include the agenda for each meeting and write a short report (<2 pages) indicating the positive and negative outcomes and what you have learnt from them and career outcomes.
Transferable Skills
Organisational skills, business processes and procedures, communication skills, interpersonal skills
Support and Training Available
Supervisor & Mentor	Previous experience of chairing meetings, help identifying opportunities
LDC Workshops 	Influencing skills

