





























Person Speci cation

Board experience

Leadership experience and skills

Good communication and interpersonal skills

Impartiality, fairness and the ability to respect con dences

Ability to ensure decisions are taken and followed up

Good timekeeping

Tact and diplomacy

Understanding of the roles/responsibilities of a management Board
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Secretary

Role Speci cations

Location Meetings take place in various locations around the locality,
most usually in Earlston, Lauder or St Boswells

Time Commitment The role of Secretary requires an estimated commitment of
6 hours per month

Remuneration None, although out-of-pocket expenses are paid

Purpose The role of the Secretary is to support the Chair in ensuring
the smooth functioning of the Board.

Responsibilities:

Ensure responsible administration.
To prepare agendas in consultation with the Chair (and Manager)
To circulate agendas and any supporting papers in good time
To receive agenda items from other Board members
To check that quorum is present
To minute meetings and circulate the draft minutes to all Board members
To ensure that the Chair signs the minutes once they have been approved
To check that Board members and sta have carried out action(s) agreed
To circulate agendas and minutes of the annual general meeting (AGM) and any
special or extraordinary general meetings (EGM)
To ensure up-to-date records are kept of Board membership
Ensure statutory requirements are met from external agencies and partners

Make arrangements for meetings.
To ensure arrangements for meetings are met (booking the room, arranging for
equipment and refreshments, organising facilities for those with special needs,
etc)

Other duties:
To sit on appraisal, recruitment and disciplinary panels as required



Person Speci cation

Ability to organise own workload

Experience of Board work and procedures

Ability to take accurate minutes of all meetings

Good communication and interpersonal skills

Impartiality, fairness and the ability to respect con dences
Approachable and sensitive to the feelings of others

Well organised and an eye for detail

Ability to work well with the Chair

Good timekeeping
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Responsibilities:

General nancial oversight
Oversee and present budgets, accounts and nancial stateme
Liaise with the Manager about nancial matters including fund
Ensure that appropriate accounting procedures and control are
Ensure compliance with relevant legislation
Follow up and ensure recommendations of the auditors are imple
To ensure accounts meet the conditions of contractual agreemen
agencies such as funders and statutory bodies such as OSCR
Ensure that monthly outgoings are paid timely and accounted for

Financial planning and reporting
Alongside the Manager present regular nancial reports to the Bg
Deliver a presentation of the accounts at the annual general me
Advise on the nancial implications of the organisations strateg
operational plans
Give advice on the fundraising strategy of the organisation
To ensure that there is no con ict between any investment
and objectives of the charity

Other
To chair meetings of the nance subcommittee,
To sit on appraisal, recruitment and discipli
Participation in regular Board meetings
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Trustee

Role Speci cations

Location Meetings take place in various locations around the locality,
most usually in Earlston, Lauder or St Boswells

Time Commitment The role of Trustee requires an estimated commitment of
6 hours per month

Remuneration None, although out-of-pocket expenses are paid

Purpose Trustees play a vital role in making sure that Beyond
Earlston achieves its core purpose. They oversee the overall
management and administration of the charity. They also
ensure that Beyond Earlston has a clear strategy and that
our work and goals are in line with our vision. Just as
importantly, they support and challenge the executive team
to enable Beyond Earlston to grow and thrive.

Responsibilities:

Support Beyond Earlston s purpose, vision, goals, and activities
Approve strategies and policies and monitor their implementation
Oversee nancial plans and budgets, tracking progress

Ensure e cient administration of the organisation

Identify, monitor, and control key risks

Review and approve nancial statements

Provide guidance to Beyond Earlstons Manager

Stay informed about changes in the operating environment
Participate in governance reviews and Board meetings

Act legally and in good faith to protect Beyond Earlston s interests
Promote Beyond Earlston’s objectives using your skills and contacts

We are looking for people willing to bring energy, enthusiasm and commitment
to the role, and who will broaden the diversity of thinking on our Board.

You do not need previous governance experience we will provide a full
induction and training.






How to Apply

For a con dential discussion in the rst instance please contact Susan Law on

07522513728 or email susan@beyondearlston.org.uk
Alternatively contact our Chair, Lynne Gibson, by email chair@beyondearlston.org.uk

Beyond Earlston

Broadening horizons for our young people fv










