Greenwich Citizens Advice Bureaux Ltd

Trustee Role Description
Purpose of the Role

To work with the other members of the Board to ensure that the organisation achieves its charitable objectives, whilst abiding by its values and keeping within the law.

All members of the Board must fulfil the following:

Legal duties
· To ensure that the organisation pursues its objects as set out in its governing document
· To have read and understood the governing document
· To act at all times in the interests of the people who benefit from the activities of Greenwich Citizens Advice Bureaux Ltd (GCAB)
· To understand the legal responsibilities of the role
· To make sure that the organisation acts within the law
· To make sure that money is spent for the purposes for which it was given
· To ensure that money and assets are prudently managed and used in pursuit of the objects of the organisation
· To ensure that the organisation accounts for its activities to others as required
· To work jointly and collaboratively with other members of the trustee board
· To ensure that the organisation manages its affairs reasonably and properly
· To work in the interests of the organisation and not for personal gain
· To ensure that the board takes proper professional advice on matters in which it does not have competence
Governance tasks
· To ensure the organisation has clear strategic direction, setting policy, goals and targets and monitoring progress
Financial
· To read and understand the financial information about the organisation and to ensure the finances and sound and properly managed
· To ensure that resources are used efficiently and economically
As an Employer
· To ensure that the organisation is a good employer both of paid staff and volunteers
· To appoint senior staff of the organisation and other staff as appropriate
· To supervise and support the senior manager/s and to ensure that the other staff and volunteers are properly supervised
Evaluation
· To monitor and evaluate the work of the organisation on a regular basis. This includes receiving reports from staff, staff supervision and receiving feedback from clients 
Insurance

· To make sure the organisation is properly insured
Assets
· To make sure that any premises and equipment are properly looked after

· To ensure that investments and cash balances are managed properly

To be Effective
· To work with the other board members, to form an effective governing body for the organisation
· To attend meetings, and to read papers in advance of meetings
· To participate in other tasks as they arise from time to time 
· To keep informed about the activities of the organisation and wider issues which affect its work
· To ensure that the organisation is effectively managed and get its work done
· To maintain confidentiality about any sensitive or confidential information received in the course of duties as a trustee.

Trustee Person Specification
Each trustee must have:

· Integrity

· A commitment to GCAB

· An understanding of the legal duties, responsibilities and liabilities of trusteeship
· A commitment to equal opportunities

· A willingness to devote the necessary time and effort in their duties as a trustee

· Strategic vision

· Good independent judgement

· An ability to think creatively

· An ability to work effectively as a member of a team

In addition, it would be advantageous for trustees to have skills and experience in at least one of the following:

· Human Resources
· Financial management

· Planning, monitoring and evaluation

· Fundraising
· Legal matters

· Public relations

· Advice work

· The voluntary sector

· Committee work

We seek to achieve a Trustee Board composed of people with the balance of skills and experience and competence needed to govern GCAB and ensure that it is representative of the local community.  In being committed to equal opportunities, all trustees must ensure that good equal opportunities practice is integrated into all aspects of the organisation and its work.

