Options for Life
We are a Sandwell based charity, which supports adults with

Opthl’IS fOF learning disabilities and/or autism, by providing a range of
» services which include outreach provision, community hub-
based activities, drop-in sessions and accessing community

l e activities. We support our participants to increase their self-

confidence, develop communication and social skills and
ultimately increase their independence.

Job title: Trustee - General

Time Commitment:

e Minimum of four Board meetings per year plus
attendance at the Annual General Meeting (AGM), and
annual awayday/strategy day.

e Attending/membership of sub- committees, which all
meet quarterly.

e Training and Development

e The role of Trustee is not accompanied by any financial

Expenses: remuneration, although expenses for travel may be

claimed.

Options for Life, Oak Green Lodge, Oak Way, Oldbury, West

Location: Midlands, B68 8LR. Regular travel will be required to all

premises from which Options for Life operates.

Reporting to: Board of Trustees (Executive Committee)

Job Purpose:

The important role of a Trustee is to ensure that Options for Life fulfils its duty toits
beneficiaries through its charitable activities and delivers on our vision, mission and

values.

To work in partnership with the Chair, Chief Executive and Senior Leadership Team and
other trustees to achieve the aims of the organisation; and to optimise the relationship
between the Board of Trustees and the staff.

Duties and Responsibilities:

Statutory Duties

1.

o Now,

To ensure the organisation complies with its governing document - sometimes known
as a trust deed, constitution, or articles of association.

To ensure that the organisation pursues its objectives as defined in its governing
document.

To ensure the organisation applies its resources exclusively in pursuance of its
objectives - the charity must not spend money on activities which are not included in
its own objectives, no matter how 'charitable' and 'worthwhile' those activities are.

To contribute actively to the Board of Trustees' role in giving firm strategic direction to
the organisation, setting overall policy, defining goals and setting targets and
evaluating performance against agreed targets.

To safeguard the good name and values of the organisation.

To ensure the effective and efficient administration of the organisation.

To ensure the financial stability of the organisation.

To protect and manage the property of the organisation and to ensure the proper
investment of the organisation's funds.




External Relations
1. Act as an ambassador for the cause and the charity.
Maintain close relationships with key stakeholders.
Act as a spokesperson for the organisation when appropriate.
Represent the charity at external functions, meetings, and events.
Facilitate change and address any potential conflict with external stakeholders.
6. Introduce the charity to potential supporters and foster new relationships.
Efficiency and Effectiveness

1. Effectively and efficiently, bring impartiality and objectivity to decision making
processes.

2. Engage and support that all decisions are taken in the best, long-term interests of the

Charity and that the Board takes collective ownership.
Foster and maintain relationships between the Trustees.

4. Work closely with all trustees and the senior leadership team to give direction to Board
policy-making and to ensure that meetings are well planned, meaningful and reflect
the responsibilities of all trustees.

5. Ensure accountability that decisions taken at meetings are implemented.

Relationship with the Chief Executive and the Wider Executive Team

1. Foster an open and transparent working relationship with the Executive Team - CEQO,
Head of Operations and Head of Finance. Embed clear lines of communication to
ensure the Chair and Board work together.

2. Ensure you develop and maintain an open and supportive relationship within which

trustee can speak openly about concerns, worries and challenges.

Liaise with the Chief Executive to maintain an overview of the Charity's affairs

4. Support the Chair conduct an annual appraisal and remuneration review for the Chief
Executive in consultation with all other Trustees.
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As well as the various statutory duties, any trustee should make full use of any specific skills,
knowledge or experience to help the board make good decisions.

The above list of duties is indicative only and not exhaustive. Trustees will be expected to
perform all such additional duties as are reasonably commensurate with the role.

Safeguarding Statement:

Options for Life is committed to safeguarding and promoting the welfare of adults and
expects all staff to share this commitment. The successful candidate for this appointment will
be required to apply for a Disclosure Barring Service check through the Criminal Records
Bureau. Further information on the Disclosure process can be found at
https://www.gov.uk/request-copy-criminal-record

Data Protection and Confidentiality:

All staff are responsible for ensuring that any personal data which they hold is kept securely;
personal information is not disclosed either orally or in writing or accidentally or otherwise to
any unauthorised third party; and personal data is only used for the purpose for which it is
being held.

Equal Opportunities:

It is the responsibility of the post holder to promote equal opportunity and recognition of
diversity throughout the organisation.

Health & Safety:

The post holder will be required to:



https://www.gov.uk/request-copy-criminal-record

1. Promote health, safety, and welfare throughout the organisation.

2. Undertake their duties and responsibilities in full accordance with the organisation’s
Health & Safety Policy and Procedures.

3. Take responsible steps to safeguard their own safety and that of others with whom
they work.

Terms and Conditions:

Offers of employment are subject to a satisfactory reference, an employment check under the
Asylum and Immigration Act 1996 and a satisfactory DBS Disclosure.

This job description is intended as a guide to the main responsibilities and duties of the post and is
in no way intended to restrict any individual in the performance of other duties within the general
nature of the post as required by the organisation. The job description will be reviewed and
updated periodically in the context of organisational and developmental changes, in consultation
with the post holder.

See following page for person specification.



Person Specification

Job Title Location
Trustee - General Oldbury- B68

The Board of Trustees are jointly and severally responsible for the overall governance and
strategic direction of the charity, its financial health, the probity of its activities and developing
the organisation’s aims, objectives and goals in accordance with the governing document, legal

and regulatory guidelines.

All trustees, should also be aware of, and understand, their individual and collective
responsibilities, and should not be overly reliant on one or more individual trustees in any

particular aspect of the governance of the charity.

Essential (E) Desirable (D)

Evidenced by

Demonstrate a strong and visible passion and
commitment to the charity, its strategic objectives
and cause. (E)

Exhibit strong inter-personal and relationship
building abilities and be comfortable in an
ambassadorial role. (E)

Demonstrate tact and diplomacy, with the ability
Personal Qualities | to listen and engage effectively. (E)

Strong networking capabilities that can be utilised
for the benefit of the charity. (E)

Ability to foster and promote a collaborative team
environment. (E)

Ability to commit time to conduct the role well,
including travel and attending events out of office
hours. (E)

Application Form
Interview

References

Experience of operating at a senior strategic
leadership level within an organisation.
Successful track record of achievement through
their career. (E)

Experience of charity governance and working
with or as part of a Board of Trustees. (D)
Experience of external representation, delivering
presentations and managing stakeholders. (D)
Significant experience of chairing meetings and
events. (D)

Knowledge of the health service and care sector.
(D)

Experience and knowledge of working with adults
with Learning Disabilities and/or Autism, health,
social care, and safeguarding would be an
advantage. (D)

Experience

Application Form

To be prepared to undertake training as required

Training to achieve the objectives of the post. (E)

Interview

Broad knowledge and understanding of the

Special Knowledge . N
P g Voluntary sector and current issues affecting it. (D)

Application Form

Interview




Strong leadership skills, ability to motivate staff
and volunteers and bring people together. (D)
Financial management expertise and a broad
understanding of charity finance issues. (D)

Good understanding of charity governance issues.

(D)

Legal
Requirements

Enhanced DBS check for Regulated Activity (E)

Interview




