Trustee Role Description – Board Secretary
Neil’s Hugs Foundation
About Us
Neil’s Hugs Foundation is a compassionate charity dedicated to providing support, comfort, and practical help to individuals and families during challenging times. We are committed to making a positive, lasting difference in our community through care, kindness, and meaningful initiatives.

Role Overview
We are seeking an organised, reliable, and detail-focused individual to join our Board of Trustees as Secretary. This is a key governance role that ensures the smooth and efficient administration of the Board.
The Secretary plays a vital part in supporting the Chair and Trustees, ensuring that meetings are well-organised, records are properly maintained, and the charity meets its governance responsibilities.

Key Responsibilities
Governance & Administration
· Organise and schedule Board meetings (typically monthly)
· Prepare and circulate agendas in consultation with the Chair
· Take accurate minutes and ensure timely distribution to Trustees
· Maintain records of meetings, decisions, and key documents
Compliance & Good Practice
· Support the Board in meeting legal and regulatory requirements
· Ensure governing documents and policies are up to date
· Maintain trustee records and ensure documentation is properly stored
Communication
· Act as a central point of contact for Board administration
· Ensure effective communication between Trustees
· Circulate relevant information, reports, and correspondence
Trustee Duties
· Contribute to strategic direction and decision-making
· Act in the best interests of the charity at all times
· Uphold the charity’s values and mission
· Participate fully in Board discussions

Person Specification
Essential
· Strong organisational and administrative skills
· Excellent attention to detail
· Good written communication skills (particularly minute taking)
· Ability to manage information confidentially
· Commitment to the charity’s mission and values
Desirable
· Previous experience in an administrative, governance, or secretary role
· Knowledge of charity governance or trustee responsibilities
· Confidence using email, documents, and basic digital tools

Time Commitment
· Approximately 4–6 hours per month
· Attendance at monthly Board meetings
· Additional time for preparation and follow-up as required

What You’ll Gain
· Experience of charity governance at Board level
· The opportunity to contribute to a meaningful cause
· Personal and professional development
· Being part of a supportive and passionate team

Recruitment Advert
Trustee (Board Secretary)
Neil’s Hugs Foundation | Volunteer Role
Do you have strong organisational skills and an eye for detail? Are you looking to give back and make a difference in your community?
Neil’s Hugs Foundation is looking for a dedicated Trustee to take on the role of Board Secretary.
This is a key position within our Board, helping to ensure the charity runs smoothly and effectively.
What you’ll do
· Organise Board meetings and prepare agendas
· Take and distribute meeting minutes
· Maintain important records and documentation
· Support good governance and communication across the Board
We’re looking for someone who:
· Is organised, reliable, and detail-focused
· Has strong written communication skills
· Can manage information confidentially
· Is passionate about supporting our mission
No previous Trustee experience is required — support will be provided.
Time commitment
Flexible, around 4–6 hours per month, including monthly meetings
Location
Flexible / remote (with occasional in person meetings if required)

👉 Join us and play a vital role behind the scenes, helping our charity make a real difference to those who need it most.
To apply or find out more, please contact:
[Insert contact email/details]

