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ROLE: Volunteer Company Secretary


The role of Company Secretary is for someone who is organised and methodical, with an eye for detail as they will be responsible for the completion of the official returns to Companies House.
What will you be doing?
The Company Secretary role is responsible for ensuring the Board of Trustees complies with the relevant charity and company regulations, so the postholder must have an awareness of these, or the ability to learn. The successful applicant will also participate fully in the Board and Finance Sub-Committee meetings. As well as proactively contributing towards the strategic direction of the organisation.
The role is a voluntary position, and it's supported by the charity’s Senior Management Team. 
What are we looking for?
 Willingness and ability to understand and accept their responsibilities and liabilities as trustees and to act in the best interests of the organisation.
· Ability to think creatively and strategically, exercise good, independent judgement and
· Work effectively as a team player and board member.
· Effective communication skills and willingness to participate actively in discussions. 
· A strong personal commitment to equity, diversity and inclusion.
· Enthusiasm for our vision and mission
· Willingness to lead according to our values
· Integrity, strategic vision and good/independent judgement
· Ability to make decisions for the good of the organisation
· Willingness to speak one's mind and listen to the views of others
Other requirements for this role include:
· Possess legal and governance experience gained at a strategic level, ideally with experience from another trustee role
· Register as a Trustee and Director with our main banker (HSBC) and provide relevant identification documents
· Have a Disclosure and Barring Service check for CASP (DBS checks are not currently portable unless you have joined the update service)
· Be confident about our purpose and work and become an ambassador for CASP
· Understanding of the legal responsibilities and liabilities of a Trustee
Time commitment
· Attend monthly Board meetings and the AGM. Currently meetings are held remotely via Zoom.
· Commitment to the organisation for a 3-year period, as a minimum
· Attending the office as required, to sign any documentation.
· A willingness to devote the necessary time and effort to their duties as Trustee and Company Secretary.
              Expenses:
· This is a voluntary position, but reasonable out of pocket expenses are reimbursed.
What difference will you make?
An experienced Company Secretary is an asset for any organisation and is a useful way to prepare for other roles - either paid or voluntary - within the sector. By joining CASP you will play a key role in determining the future of the organisation and ensuring it maintains its high standards of governance.
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