ACOSVO Trustee Person Specification 

Trustees and Directors have an overriding duty, individually and as members of a Board, to always act in the best interests of the organisation, with a commitment to promotion and support of the organisation. All Trustees are equally responsible in law for the Board’s actions and decisions and have equal status as Trustees. 
Board members are expected to act as ambassadors for the organisation with members, key partners and stakeholders and act as a spokesperson as appropriate in partnership with the CEO, SMT and other board members.

Person specification - the skills, experience and qualities that are expected from Trustees 
· A commitment to ACOSVO’s Aims and Objectives 
· A willingness to devote the necessary time and effort 
· Strategic vision 
· Good, independent judgement 
· An ability to think creatively 
· A willingness to speak your 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 
· Embodying and championing the Nolan principles: Selflessness, integrity, objectivity, accountability, openness, honesty and leadership 
· A willingness to be available for advice and enquiries on an ad hoc basis 
· Good, independent judgement.

Trustee Role Description 
Trustees have an obligation to understand their legal and managerial responsibilities. Trustee are required to work jointly and individually to:
· Ensure that the organisation pursues its objects as set out in the Memorandum & Articles of Association 
· Read and understood the Memorandum & Articles of Association 
· Act always in the interests of the charity and beneficiaries, which are its members 
· Understand the legal responsibilities of the Board of Trustees 
· Make sure that the organisation acts within the law: as an employer, in respect of equal opportunities, meeting health and safety requirements, as a company and so on 
· Ensure that all money and assets are prudently managed and used in pursuit of the objects of the organisation 
· Make sure that money is spent for the purposes for which it was given 
· Ensure the organisation accounts for its activities to its funders, its members, its supporters and others as required 
· Ensure the organisation manages its affairs reasonably and properly 
· Work in the interests of the organisation, and not for personal gain 
· Ensure that the Board takes proper professional advice on matters it considers appropriate 
· Regularly assess ACOSVO’s operating environment and its position within it to ensure it remains relevant to contemporary society, captures key opportunities and mitigates significant risks. 
· Influence and evolve the organisation’s vision and strategy, in conjunction with the staff team. 

Vision and direction 
· Understand and be committed to the mission of ACOSVO.
· Consulting, setting and agreeing a strategic vision, plan, culture and values for the organisation with the CEO/SMT
· Championing the organisation, its culture, purpose and members and by demonstrating the organisation’s values
· Bringing impartiality and objectivity to decision making

Financial duties 
· Read and understand the financial information about ACOSVO and to ensure the finances are sound and properly managed 
· Ensure that resources are used efficiently and economically 

As an employer 
· Ensure that the organisation is a good employer of its paid and voluntary staff 
· Appoint the Chief Executive and to be involved with the appointment of other senior staff 

Evaluation 
· Monitor and evaluate the work of the organisation on a regular basis. This includes receiving reports from staff and receiving feedback from members 

Insurance 
· Make sure that ACOSVO is properly insured against all reasonable liabilities 

Assets 
· Make sure that any premises and equipment are properly looked after 
· Ensure that any investments and cash balances are managed properly 

To be effective 
· Work with the other Trustees to form an effective governing body for the organisation 
· Attend meetings and to read papers in advance of meetings 
· Attend sub-committee meetings as appropriate 
· Participate in other tasks as arise from time to time, such as: interviewing new staff 
· Keep informed about the activities of the organisation and wider issues, which affect its work 
· Ensure that the organisation is effectively managed and gets its work done 
· Ensure good governance, financial probity and strong risk management
· Giving direction to the Board’s policy making 
· Monitoring that decisions taken at meetings are implemented 


Office Bearer roles
The Officer Bearers act as a team, sharing the responsibilities of their roles collectively. They work closely with the Chief Executive, providing support and sharing tasks, based on each individual’s strengths. Officer Bearers liaise with the Chief Executive to develop the board and support the Chief Executive by: 
· Ensuring clear and consistent communication between the board and the Chief Executive
· Offering a supportive sounding board for the Chief Executive
· Liaise with the Chief Executive to keep a high-level overview of the organisations affairs and to provide support and constructive scrutiny as appropriate
· Demonstrating and leading an ethos of continuous improvement in the performance of the Board and the organisation
· Attending events with or on behalf of the Chief Executive as required

Chair of ACOSVO: Additional role description duties 
In addition to the general responsibilities for all Trustees (as detailed in the Trustee role description) and those of the office bearers (as detailed above), the Chair also has some specific responsibilities. The Chair’s primary role is to provide leadership to the ACOSVO Board and staff to ensure the optimal use of resources to deliver the ambitions and strategic plan.

· Chairing and facilitating Board meetings, ensuring all board members have the opportunity to contribute to discussion and decisions
· In conjunction with the Chief Executive, ensure there is a clear plan for board meetings and agenda items
· Ensure that the board makes clear decisions, based on adequate information and that these decisions are clearly recorded.
· From time to time, making decisions on behalf of the board, when empowered to do so within ACOSVO’s governance structures and reporting back to the board.
· Empowering, supporting and line management of the CEO, including a regular development and review process
· Ensure that another Trustee, usually a Vice-Chair, can act for the Chair when she/he is not available
· Chairing the Annual General Meeting and ensuring an environment where everyone’s contribution is welcomed and valued
· Support the development of the Board, including supporting the Vice Chair/other Trustees to act for the Chair when she/he is unavailable 
 
Vice-Chair of ACOSVO: Additional role description duties 
The Vice Chairs may fulfil any of the responsibilities of the Chair, as required. In addition
· Support the Chief Executive by offering their specific skills and advice, and undertaking tasks that contributes to ACOSVO and the strategy
· Support the Chair to plan board meetings and agenda items
· From time to time, making decisions on behalf of the board, when empowered to do so within ACOSVO’s governance structures and reporting back to the board.

Treasurer of ACOSVO: Additional role description duties 
In addition to the general responsibilities for all, the Treasurer also has some specific responsibilities: 
The overall role of a Treasurer is to maintain an overview of the organisation’s affairs, ensuring its financial viability and that proper financial record and procedures are maintained. 
· Overseeing the preparation of budgets, accounts and financial statements 
· Being assured that the financial resources of the organisation meet its present and future needs 
· Ensuring that ACOSVO has an appropriate reserves policy, agreed by the Board 
· Supporting the preparation and presentation of financial reports to the Board 
· Liaising with the CEO about financial matters 
· Advising on the financial implications of the organisation’s strategic plans 
· Ensuring that there is no conflict between any investment held and the aims and objects of the organisation 
· Ensuring that the accounts are scrutinised in the manner required, via audit and any recommendations are implemented 
· Contributing to ACOSVO’s fundraising strategy 
· Making a formal presentation of the accounts at the annual general meeting and drawing attention to important points in a coherent and easily understandable way.
