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Role Description 
 
Post Title:   Secretary   
 
Reports to:  Chairman of the Board of Trustees 
 
Working Hours: Estimated at an average of 2 hours per week, excluding meetings 
 
Overview of the Charity 
Dementia Jersey offers advice, support and education across the island to anybody affected by 
dementia. We seek to raise awareness and improve understanding of dementia, working to 
make Jersey a more dementia friendly island where all those affected by dementia are 
understood, welcomed and supported.  
 
Purpose of post 
The Secretary of the Board of Trustees holds a pivotal role in ensuring the effective governance of 
Dementia Jersey. The primary responsibility of the Secretary is to facilitate the orderly and 
efficient conduct of meetings of the Board of Trustees and any committees to which they are 
appointed.  
 
The Secretary works in close collaboration with the Chairman to provide administrative and 
strategic support to the Board and plays a key role in overseeing the organisation’s adherence to 
applicable legislative and regulatory frameworks. They assist the Chairman in ensuring that 
resolutions passed by the Board are duly implemented and that all decisions are consistent with 
the organisation’s Constitution, aligned with its charitable objectives, and demonstrably serve the 
public interest. 
 
Line Management Responsibility  
There is no line management responsibility with the role. 

 

Main duties and Responsibilities 
This list is indicative rather than exhaustive and is in addition to those duties and 
responsibilities performed by all Trustees (see below).  
 
Board of trustee meetings 
• Facilitate the smooth opera�on of Demen�a Jersey’s formal decision-making and repor�ng 

mechanisms  
• Plan and coordinate the annual cycle of Trustee and commitee mee�ngs and organise 

mee�ngs as required  
• Ensure that Trustee and board commitee mee�ngs, where the Secretary is appointed, are 

properly cons�tuted with clear terms of reference, and are well-organised with effec�ve 
informa�on sharing throughout the mee�ng process 
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• Formulate mee�ng agendas with the Chairman and CEO  
• Collect, organise and distribute agendas, documents or other papers for mee�ngs 
• Ensure that a quorum is present, that minutes are taken and shared with all Trustees and 

that the Chair signs them once approved 
• Following the mee�ng no�fy relevant par�es of ac�ons they are required to take 

Annual General Meeting 
• Ensure that the Annual General Mee�ng is held in accordance with the requirements of 

Demen�a Jersey’s Cons�tu�on 

Constitution  
• The Secretary is expected to act in accordance with the provisions of the organisa�on’s 

Cons�tu�on and the Chari�es (Jersey) Law 2014, as amended. 
• Work with the Governance Commitee to ensure that Demen�a Jersey complies with its 

Cons�tu�on and take forward any agreed changes  

Registers 
• Maintain the Register of Members of the Board of Trustees and Register of Trustees’ 

Interests and respond to appropriate requests concerning the informa�on they contain 

Governance 
• Keep up to date with changes and best prac�ces in charity governance, regularly review and 

improve governance procedures with the Governance Commitee and offer guidance on 
new prac�ces 

• Facilitate the induc�on of Trustees into their role and provide advice and support to 
Trustees on their du�es 

• Document the resigna�on of Trustees 
• Work with the Governance Commitee to review board performance and support any 

follow-up development 
• Together with Demen�a Jersey’s CEO, ensure Demen�a Jersey’s employer’s liability, Public 

liability and officers and trustee insurance is in place 
• Ensure standing orders, delega�on schemes, and key Trustee responsibili�es are regularly 

reviewed and followed, in collabora�on with the Governance Commitee 

General Compliance 
• Monitor and implement procedures which allow for compliance with relevant regulatory 

and legal requirements and report to the Trustees on any maters of non-compliance 
• Hold copies of the Trustees passports for CDD purposes  
• Together with the Treasurer maintain and update bank signatures and mandates, signatory 

lists, and CDD no�fying ins�tu�ons of any cons�tu�onal or key personnel changes 
• Be a signatory on the Demen�a Jersey bank accounts and assist the treasurer with any 

queries for the annual audit 
• Hold all of the original cons�tu�onal files and historic signed minutes in a lockable cabinet 
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Duties and responsibilities performed by all Trustees: 
 
Strategy and Leadership  
• Contribute to the development, review and oversight of long-term strategies, plans and 

objec�ves that align with Demen�a Jersey’s mission and charitable purpose 
• Ac�vely promote the charity’s work and safeguard its reputa�on within the community and 

among stakeholders 
• Contribute to construc�ve debate regarding the strategic development of Demen�a Jersey 

and any other significant issues facing Demen�a Jersey 
• Represent Demen�a Jersey at external events and func�on when requested by the Chair 
• Foster rela�onships with key stakeholders and leverage personal and professional networks 

to support fundraising efforts and raise the profile of the charity 

Governance and Compliance 
• Ensure adherence to Demen�a Jersey’s cons�tu�on, relevant charity legisla�on, best 

prac�ce policies and any other applicable legisla�on and regula�ons 
• Promote and uphold high standards of governance, ensuring the charity’s resources are 

managed efficiently and effec�vely 
• Ensure that financial controls and risk management systems are robust and regularly 

reviewed to ensure the financial stability of Demen�a Jersey 
• Seek professional advice when needed, especially when there may be legal or financial risks 

to Demen�a Jersey 

Board Participation  
• Uphold the highest standards of confiden�ality, integrity, and ethical conduct in all Board-

related ac�vi�es 
• Atend (chair if agreeable) and ac�vely engage in mee�ngs of the board and its commitee 

mee�ngs, contribu�ng to informed and effec�ve decision making 
• Prepare thoroughly for mee�ngs by reviewing relevant documenta�on and par�cipa�ng in 

discussions with diligence and professionalism  
• Par�cipate in a board induc�on, any training and other evalua�on either as an individual or 

as part of the board 
• Support the Board’s commitment to diversity, succession planning and regular performance 

evalua�on 
• Apply relevant exper�se, experience and judgment to assist the Board in reaching sound 

and strategic decisions 
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Person specification  

The ideal candidate for the role of Secretary to the Board of Trustees will possess the 
following qualifications, knowledge, and attributes: 

• A genuine interest in demen�a and strong commitment to the values and mission of 
Demen�a Jersey  

• Relevant qualifica�on and demonstrable experience in secretarial and governance prac�ces 
• Sound understanding of the requirements of the General Data Protec�on Regula�on (GDPR) 
• Excellent organisa�onal and administra�ve skills 
• Familiarity with business and commitee procedures 
• Proven experience in accurate and �mely minute-taking 
• Highly developed interpersonal and communica�on skills with the ability to work 

collabora�vely and contribute effec�vely to group discussions 
• An ability to understand complex strategic issues, analyse and resolve difficult problems 
• Sound, independent judgement, common sense and diplomacy 
• Able to dedicate sufficient �me and aten�on to fulfil the du�es of the role and ac�vely 

par�cipate in the work of the Board and its Commitees 

 
Desirable Skills & Experience 
• An understanding of demen�a (although this can be atained through atending a Demen�a 

Awareness session). 

 
Additional Information 
• Trustees are appointed for a minimum term of 3 years and may serve up to 3 consecu�ve 

terms. Extensions beyond this point may be considered if deemed to be in the best interests 
of Demen�a Jersey. 

• While the role descrip�on states an average of 24 hours per annum there will be occasions 
where more hours are worked in a week, for example where there are Commitee mee�ngs 
to atend. 

• Trustees are expected to atend a minimum of two Demen�a Jersey events annually to 
support the charity’s visibility and engagement.  

• Appointment to the role is subject to a sa�sfactory DBS check 
• As part of the induc�on process trustees are required to complete safeguarding training and 

Demen�a Awareness training, to enhance their understanding of demen�a  
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