Volunteer Confidential Clerk to the Board of Trustees

The Friends Centre Trustees wish to appoint a person to support the organisation's governance by taking minutes of meetings, preparing reports to the Charity Commission and companies House, and other duties as required.

The post-holder will report to the Chair of Trustees, but on day to day matters will work with the principal and Finance Manager.

Key responsibilities include:
· Taking minutes of the Trustees' meetings

· Convening Trustee meetings and issuing papers

· Writing up the minutes in electronic form ready to send out with the packet of papers for the following meeting
The full board and various sub-committees meet at regular intervals throughout the year, mainly in the evening; we anticipate a commitment of around 70 hours per year.
Person Specification:
Required:
· An understanding of charity governance regulations and good practices

· Accuracy and conciseness in minute taking and writing up

· Good communication and people skills

Desirable:
· Experience of working in adult education and knowledge of the field

· Knowledge of adult education and/or the community and voluntary sector in Brighton and Hove

Applications in writing to:

Graham Jordan, Friends Centre, Isetta Square, 35 New England Street, Brighton, BN1 4GQ
g.jordan@friendscentre.org
