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Company Secretary 
Role Profile
 
Responsible to:	Elmbridge Community Link (ECL) Board of Directors 
Hours:			Preparation for and attendance of quarterly Board meeting 
Salary:		Unremunerated (this is a voluntary role)
Location:		Walton on Thames, Surrey

ECL exists to enhance the lives of people with learning disabilities and/or autism. Through our activities at local community centres, we help our members have fun, make friends, learn new skills and be themselves. ECL has been successfully running for over 30 years and in that time has provided a valued service to the borough of Elmbridge. We are currently looking for a Company Secretary to sit on the Charity’s Board and support the organisation’s future success.   

Main duties and responsibilities

· Overseeing the administration of the Charity, e.g. maintaining statutory records, organising Board meetings and AGMs, preparing agendas and taking minutes.
· Guiding and advising the Chair and the Board on their responsibilities under the rules and regulations of charity law and the UK Charity Commission.
· Developing and overseeing the systems that ensure that the Charity complies with all applicable codes, in addition to its legal and statutory requirements.
· Maintaining up to date lists of trustee memberships, statutory registers and official correspondence.

Knowledge/skills/experience
 
The role would be suitable for anyone with experience/knowledge of company law and/or governance.

Our Commitment to Equality and Inclusion
ECL is an equal opportunities employer. We celebrate diversity and are committed to creating an inclusive and welcoming workplace that reflects the communities we serve. We encourage applications from people of all backgrounds and lived experiences and are committed to ensuring a fair and accessible recruitment process for all candidates.

To apply

Please email info@eclwalton.org.uk with your CV and covering letter highlighting your skills and experience in relation to the role.
If you would like an informal chat to find out more about the role, please email annledgard@hotmail.com
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