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Job title: Clerk to the Board of Trustees
Location: Sudbury, Suffolk (office-based with some home working)
Contract: Permanent
Hours: Approximately 4-6 hours per week (flexible)
Salary: £15 per hour
Apply by: 12pm Friday 26th June. You can download an application form from our website www.sudburycab.org.uk/vacancies . Please return completed forms to recruitment@sudburycab.org.uk (Please note that we may close this vacancy early if we receive sufficient suitable applications.)

About the Role
We are seeking an organised and detail-focused individual to provide high-quality administrative and governance support to our Board of Trustees and Chief Officer. This is a key role ensuring the smooth and effective operation of Trustee Board meetings, including the Annual General Meeting (AGM), and supporting the organisation to meet its legal and governance responsibilities.

You will be responsible for coordinating meetings, preparing and distributing papers, taking accurate minutes, and maintaining statutory registers. You will also support compliance with Companies House and Charity Commission requirements, ensuring all filings and Trustee information are up to date.

This role is well suited to someone with experience in governance administration who is highly organised, discreet, and able to work collaboratively with senior stakeholders. The role typically requires around 4 hours per week, with flexibility in how these hours are worked. Additional hours may be required at key points in the year, particularly in the lead-up to the AGM, which will be agreed with the Chief Officer. Attendance in person is required for Board meetings.
Key Responsibilities – Clerk to the Board of Trustees
• Manage the annual calendar of Trustee and Board meetings, including scheduling, invitations, venue bookings, and equipment
• Work with Co-Chairs to prepare meeting agendas
• Take accurate and detailed minutes and circulate draft minutes for approval
• Ensure meeting papers are prepared and circulated in advance
• Share agendas and relevant documents with external bodies where required
• Maintain Trustee records, including registers
• Ensure Trustee documentation and records are kept up to date
• Monitor Trustee terms of office and support reappointments ahead of the AGM
• Complete and submit statutory filings to Companies House and the Charity Commission
• Ensure Trustee changes are recorded promptly
What We Offer

Flexible working (including some home working)
Supportive and friendly environment
25 days annual leave (pro rata) plus bank holidays and Christmas closure
Pension contribution (6%)
Training and development opportunities
Additional opportunity to increase hours through a finance-related role (subject to skills and experience)


Person Specification – Clerk to the Board of Trustees
Essential Experience & Knowledge
• Experience in a similar governance or administrative role
• Experience supporting meetings, including agenda preparation and minute-taking
• Experience working with senior stakeholders such as Trustees or senior managers
• Understanding of governance requirements for charities or similar organisations
Essential Skills & Abilities
• Excellent written and verbal communication skills
• Strong organisational skills and attention to detail
• Ability to manage multiple tasks and meet deadlines
• Ability to handle confidential information with discretion
• Good IT skills, including Microsoft 365
• Ability to work independently and as part of a team
Desirable
• Experience of submitting statutory returns (Companies House, Charity Commission)
• Knowledge of charity governance and compliance requirements
• Experience using document-sharing systems such as SharePoint
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