Secretary — as posted on Reach Volunteering

We are urgently looking for an organised and efficient administrator to join the Board of the
Knitting & Crochet Guild as our Secretary, keeping the Board accountable and overseeing all
company secretarial tasks.

The time commitment for this role is around 15 hours per month (some weeks will be busier than
others), working from home, and there are plenty of opportunities to get involved in project
working groups too. You will need to be available for monthly Board meetings (usually about an
hour long and held via Zoom).

As the Guild is both a registered charity and a limited company, you will be required to become
both a Trustee and a Director.

Meetings

e Plan and prepare the board meetings and the AGM with others as appropriate.

e Plan meeting dates, booking rooms, send out notifications, minutes and other papers.

e Request and receive agenda items from other Board members and draw up agendas together
with the meeting Chair. Circulate agenda and meeting arrangements (e.g. link to video-
conferencing) to members in good time.

e Check that the required quorum is present at Board meetings and the AGM.

e Minute board meetings or ensure that another minute taker is available. In the case of closed
meetings (with no others present) the secretary will take the minutes.

e Accurately record decisions and actions in the minutes and ensure that progress of actions and
the result of decisions is reported at the next board meeting.

e Guide the Chair, when necessary, to ensure that all essential agenda items are covered at the
meeting.

e Circulate draft minutes to all Board members in a timely manner.

e Ensure that the minutes are signed by the meeting Chair once they have been approved.
Upload to SharePoint once approved. The signed hard copy to be kept at the registered
address.

Correspondence and other papers

e Deal with correspondence, writing letters/emails as agreed at board meetings, summarising
correspondence/emails received at the next board meetings and drafting replies as
appropriate.

e Make arrangements for any necessary reporting to be done. For example, the annual report to

members.

e Distributing copies of the Public Liability Insurance certificate as requested, e.g. by Branch Co-
ordinators.

Company Secretary

e Act as Company Secretary.

e Ensure that relevant documents are filed at Companies House.

e Ensure that relevant documents are filed with the Charity Commission.
What are we looking for?

e Organisational ability

e Knowledge or experience of business and committee procedures

e Minute taking ability
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What difference will you make?
e Thisroleis an integral part of the Guild, keeping the Board accountable and overseeing all
company secretarial tasks.
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