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Mind in Bradford
Trustees and Officers Roles Descriptions
Trustees

General Duties of all Trustees

· To ensure that the charity complies with its memorandum and articles of association (Constitution and Working Rules), charity law, company law and any other relevant legislation or regulations.

· To ensure that the charity pursues its charitable objects as defined in the Constitution.

· To ensure that the charity applies its resources exclusively in pursuance of its objectives i.e. the charity must not spend money on activities which are not included in its own objects, no matter how worthwhile or charitable these activities are.

· To contribute actively to the Executive Committee (board of Trustees) role in giving firm strategic direction to the organisation, setting overall policy, defining goals, setting targets and evaluating performance against agreed targets.

· To safeguard the good name and values of the charity.

· To ensure the effective and efficient administration of the charity.

· To ensure the financial stability of the charity.

· To protect and manage the property of the charity and to ensure the proper investment of the charities funds.

· To appoint senior managers and monitor their performance.

· To participate in the appointment of senior officers where appropriate.

· In addition to the above statutory duties of all Trustees, each Trustee should use any specific knowledge or experience they have to help the executive committee reach sound decisions, involving the scrutinising of Executive Committee papers, leading discussions, focusing on key issues, and providing advice and guidance requested by the Executive Committee on new initiatives, or other issues relevant to the area of the charities work in which the Trustee has special experience

Person Specification for Trustees
Trustees must have:
· A commitment to being user focused, a commitment to user involvement and user led ethos of the organisation and its services.

· A commitment to Mind in Bradford’s aims objects and values.
· Knowledge or understanding of mental health issues either personally or professionally and be sensitive to these.

· A willingness to devote the necessary time and effort.

· An ability to read and understand complex written documents.

· Integrity.

· An ability to think strategically.

· Good independent judgement (common sense)

· An ability to think creatively.

· A willingness to speak their mind.

· An understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship.

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

· Some understanding of the ways in which issues of race, racism, culture, gender, sexuality, age and disability affect individuals mental health outcomes.

Key skills and competencies to be sought by the Executive Committee

The Executive Committee will need skills in the following areas:
· Mental health policy, services and practice.
· Setting targets, monitoring and evaluating performance and programmes in commercial and non-profit organisations.

· Awareness of working within diverse and varied communities.

· Financial management.
· The type of work being done by Mind in Bradford in support of its objects.

· Legal matters.

· Fund raising.
· Human resources and staff management.

· Experience of using the type of services being provided, of active involvement as a volunteer, or who ‘represent’ other organisations working closely with the charity.

Desirable skills and competencies:
· Recruitment and personnel management, knowledge of employment legislation.

· Public relations.

· Marketing.
· Computers and information technology.
· Campaigning.
· Education and learning.
Mind in Bradford’s board of Trustees should seek to reflect the communities in which it works and from which it draws support.

Roles of Honorary Officers:

The honorary officers are Chair and Treasurer, and they have the following duties.

· Deal with matters needing attention between meetings of the full Executive Committee.

· Take a lead in preparing issues in readiness for Executive Committee meetings.

· Share with the Manager/ Chief Executive the task of representing the organisation.

· Act as an effective link between the staff and the Executive Committee.

· Sit on recruitment panels for senior staff appointments.

· Sit on appraisal and disciplinary panels as required.

· Act as a final ‘court of appeal’ for serious disciplinary matters.

Specific Roles of Honorary Officers:
The Chair
Duties:
· To chair meetings of the Executive Committee of Trustees.

· Provide leadership to the Executive Committee of Trustees, ensuring that the board of Trustees fulfil their responsibilities of governance.

· Liaising with the Manager/ Chief Executive to maintain an overview of the charity’s affairs and provide support as appropriate.

· To work closely with the Manager/ Chief Executive, to support him or her in achieving the aims of the charity and acting as a channel of communication between the Trustees and the staff.
· To draw up with the Manager/ Chief Executive agendas for Executive Committee meetings.

· Planning the annual cycle of Executive Committee meetings.

· Monitoring that decisions taken at Executive Committee meetings are implemented.

· With the honorary officers supervise and appraise the work of the Manager/ Chief Executive.

· Act as a figurehead of the charity and represent the Executive Committee at functions, meetings and in the press and broadcasting media in agreement with the Manager/ Chief Executive.

· Authorising urgent action between meetings in consultation with other honorary officers and the Manger/ Chief Executive.

· To serve on the finance sub committee.

· Chair a remuneration panel of the Executive Committee for the purpose of setting remuneration for the organisations staff.

· Signing cheques in accordance with financial regulations, procedures and controls.
· Signing legal documents on approval and within policy, regulations, procedures and controls.

Person Specification for the Chair:

· Leadership.
· Experience of committee work
· Tact and diplomacy.
· Good ‘people skills’.
· Impartiality, fairness and an ability to respect confidences.

The Honorary Treasurer:

Duties:

· To oversee the charities financial affairs, ensuring its financial viability and that the proper financial records and procedures are maintained.
· To serve on the finance sub committee.

· Present financial reports to the Executive Committee and keep the Executive Committee aware of its financial responsibilities assisting other Executive members to fulfil their financial duties.

· Ensuring that the accounts and financial systems are audited and to liaise with the auditors when required thus ensuring that accounts are prepared in the appropriate format and submitted to funders, the Charity Commission and the registrar of Companies.
· Ensuring that budgets are prepared and that financial monitoring is undertaken for the sound management of the organisation, liaising, when necessary with paid staff about financial matters.

· Contribute to the fund raising strategy.

· To be the primary signature on all cheques raised by the charity.

· With appropriate paid staff to be aware of all contracts and leases, their appropriateness and impact on the work of the organisation.
· Be aware of the financial implications of the charities strategic plans.

· Ensuring that financial investments are consistent with the aims and objectives of the charity, and monitor those investments ensuring its consistency with the charities policies and legal responsibilities.

· To support the work of the Finance Officer.

· Be available for the chair to consult between meetings.
· Serve on a remuneration panel of the Executive Committee for the purpose of setting remuneration for the organisations paid staff.

Person Specification for Honorary Treasurer:

· Financial qualifications and/ or experience.

· Some experience of charity finance, fundraising and pension schemes

· A willingness to be available for advice and enquiries on an ad-hoc basis.

· Some experience of charity finance, fund raising, public sector finance and pension schemes.

· The skill to analyse proposals and examine their financial consequences.

· A preparedness to make unpopular recommendations to the Executive Committee.
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