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Walk Wheel Cycle Trust | Job description
Role description
· Salary: Grade E 
· Line manager: Governance and Workspace Manager
· Department / Team: Planning, Governance and Assurance Directorate
Role summary
This role provides proactive, high quality administrative support to the Board of Trustees, supporting Board Committees, Workspace management team and the compliance responsibilities of the Planning, Governance and Assurance Directorate.
Key responsibilities
1. Develop and administer the forward plan for Board meetings throughout the year, ensuring effective, efficient and timely preparation, including pre-meetings for the Planning, Governance and Assurance Director, Chief Executive, and Chair of the Board.
2. Provide comprehensive support to the organisation of in-person Board and online Board Committee meetings including compiling and distributing papers and making practical arrangements such as booking venues, accommodation, dinners and travel, when required.
3. Ensure that accurate minutes of meetings of the Board, Board Committee, Health & Safety, and Designated Safeguarding Officer Network are recorded including actions and decisions.
4. Develop and administer the forward plan for Board Committee meetings throughout the year, ensuring effective, efficient and timely preparation, including pre-meetings for the Planning, Governance and Assurance Director, Executive Lead for the respective Board Committee, and the respective Board Committee Chair.
5. Support the management of a timetable and agenda planner for Board and Board Committee meetings and ensure that the timing of agenda items is optimised to support clear information flow from Executive Team to Board Committee to Board meetings to enable sound decision-making.
6. Assist in maintaining the charity’s governance records, including the Register of Interests and keep all Board and Board Committee action and decision logs up to date, following up on outstanding actions, as required.
7. Administer the charity’s online Board portal, setting up new accounts, training new users and troubleshooting issues.
8. Support Trustee recruitment and inductions providing essential materials and information. 
9. Manage Trustee expenses.
10. Keep the Governance and Workspace Management intranet sites under review, ensuring content is accurate and accessible.
11. Manage the Governance and Workspace management mailboxes, ensuring queries from colleagues and others are responded to in a timely and professional manner or redirected to the most relevant team.
12. Provide administrative support for Workspace management activities, including maintaining accurate workspace utilisation records to enable reporting and data analysis that informs strategic decisions on workspace usage.
Person specification
Specific qualifications or experience required
· Experience of providing proactive administrative assistance to a Board of Trustees in an organisation of comparable size. 
Specific/technical knowledge required
· Understanding of charity governance principles and the roles and responsibilities of Executive Teams and Board of Trustees.
Skills and abilities
· Excellent administrative and organisational skills.
· Excellent minute-taking skills.
· Good IT literacy.
· Good communication skills.
· Ability to manage strong, collaborative relationships with others.
· Ability to work in a calm, professional and efficient manner and to work well under pressure. 

This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future we will consult with the post holder before doing so. 
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Registered Office: Walk Wheel Cycle Trust, 2 Cathedral Square, College Green, Bristol BS1 5DD. 
T: 0117 926 8893. 
Belfast: T: 028 9043 4569. Caerdydd/Cardiff: T: 029 2065 0602. Edinburgh: T: 0131 346 1384. 
London: T: 020 7017 2350. With regional offices in: Birmingham, Bristol, Glasgow, Leeds, 
Manchester, Newcastle, Nottingham.
Walk Wheel Cycle Trust is a registered charity number 326550 (England and Cymru), 
SC039263 (Scotland) and 20206824 (Republic of Ireland)
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