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How 2 Be an Effective Representative

•

Always report back to their
organisation or group on the
meeting’s outcomes and decisions

•

Maintain two-way communication
between their organisation or group
and external organisations, as well
as between themselves and
members of the group they are
representing

•

Stick to deadlines for gathering and
passing on information.

Introduction
Representatives are people who have
been given the responsibility to express an
opinion on behalf of an individual or group
of people. The most important thing to
remember is that representatives
represent the views of others, even if they
don’t necessarily agree with them.
The role of a representative can be very
hard work but it can also be tremendously
rewarding when the aims and objectives of
others are achieved through hard work.
This short guide contains some information
on being an effective representative of
young people and your organisation.
Qualities
Being a representative of others can be
quite a large task and a big responsibility
therefore to be as effective as possible.
Effective representatives should:
•

•

Develop an understanding that they
represent other young people and
their organisations, not themselves
as individuals
Regularly consult other young
people before attending meetings to
obtain their views and opinions

•

Ensure that the opinions, views and
concerns of others are passed on

•

Regularly attend relevant external
meetings where invited, ensuring
that they contribute to discussions

The Views of Others
Before attending a representative event,
and to assist in obtaining the views of
others, it is advisable to introduce a
system of gathering information. This can
be done in a variety of ways including, but
not limited to:
•
•
•
•
•

Focus Groups
Surveys\Questionnaires
Comment boxes
Email
Social Media.

Reporting back
It’s really important that you ‘close the
feedback loop’, meaning that you report
back on the outcomes of your meetings.
Notice boards, presentations, emails,
message boards and social media are a
great way to feedback the outcome of the
meeting and any responses to issues
raised on other people’s behalf.
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Five Top Tips for being an Effective
Representative
•

Put forward the views and opinions
of your organisation not your
personal views

•

Consult with others before attending
any representative meeting

•

Report back to others in your
organisation on the outcome of
meetings

•

Establish two-way communication
between yourself, members and
other external organisations

•

Be organised and stick to deadlines.

