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	Title 
	Chief Executive Officer

	Organisation 
	ASPIRE 2 Succeed Charity

	Description 
	ASPIRE 2 Succeed is an inspirational charity which supports young people aged 11-24yrs to achieve their potential. We provide free extracurricular Maths, English, and Science sessions; recreational/sporting opportunities; interview practice, CV development, application form support to University and Apprenticeship.
We also foster good communication skills, increase confidence, good  promote mental well-being and life skills.

	What are you looking for? *
	Secretary to the Board of Trustees to ASPIRE 2 Succeed (Registered Charity)
   
· Part-time - 3 hours per day on 2 days per week (flexibly required in line with operational services  and other meeting requirements) 
· National minimum wage £11.44/hour (dependent on age).
· Board meetings are usually  virtual  in the evenings 


Job description
Secretary to the Board of Trustees and administrative duties for the Charity. Hybrid working.
   


The Role  
The Board Secretary will ensure our organisation maintains the highest governance standards, meets statutory obligations. 

To liaise with the Chair and other Board members to plan, arrange and produce agendas and supporting papers for Trustee meetings and for drafting the subsequent minutes. 

Keeping an accurate record of Volunteers Mentors and Mentees and young people and parents/carers. 

To act as Aspire 2 Succeed secretary to the Board and ensure that charity law, and regulatory requirements of reporting and public accountability are complied with. 

Work effectively and efficiently to support operational services.

About You 
We are looking for a dynamic individual to join a motivated team.
You will have proven capability in providing high quality administrative support to decision-making panels or committees. You will need to demonstrate relevant experience in providing administrative support including minute taking and the production of accurate meeting minutes for Boards meeting. 
Good written and verbal communication skills and good organisational skills. You will be conversant and compliant with Confidentiality and Data Protection/GDPR regulations 
Skilled in using a range of IT software including word, excel and teams.
The role will require accurate data inputting. 



	Practical considerations 
	The secretary will work hybrid, mainly from home but occasionally  may need to travel locally for meetings at the main office at Marble Hall, Allenton, Derby.
There will be an induction and risk assessment. 
Confidentiality and Data Protection/GDPR online training will be provided if necessary. 
A charity laptop is provided for the work of the charity. Support and supervision will be provided.
DBS is paid for by ASPIRE 2 Succeed



Contact : Carol Campbell on 07881998781 for further information and to receive an application form
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