
   
 

   
 

 

 

 

 

“At Teamwork Trust we care and are passionate about ensuring that 

everyone has access to the same chances, choices and opportunities and we 

embrace and celebrate individual needs and abilities”. 
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Candidate Brief for the positions of: 

Trustee, Company Secretary  

Trustee, income generation 

Would you like the opportunity to join the Board of a wonderful charity that is passionate about 
ensuring that everyone has access to the same chances, choices and opportunities? 

 

A welcome from our incoming Chair  

Thank you for your interest in the role of Trustee at Teamwork Trust. 

It’s been great to start to get to know some of the members, staff and trustees of the Teamwork Trust and 

understand the amazing work of the organisation and its exciting development plans. The organisation has a 

proud history of service delivery. It has well developed strategic plans to grow and enhance its services for 

people with mental health, learning disabilities and autism, ensuring that it remains true to its established 

values of cultural diversity and equal opportunities. I am delighted to be joining the trustees at such an 

exciting time. 

I am a qualified youth and community worker and have worked in the charitable sector for more than 30 

years in a variety of settings across the Midlands and nationally. I have been employed in social housing and 

youth centres, have managed prison rehabilitation and parenting education initiatives. I have also worked in 

the charitable sector as Programme Director for a national charity. More recently I have worked alongside 

university students.  I am currently employed as the CEO of a large students’ union which delivers charitable 

services and operates a number of social enterprises. Ensuring that everything the organisation does is 

driven by our members is a key part of my role.  I am passionate about the engagement of charity 

beneficiaries in their organisations.  

I am excited to join Teamwork Trust on their journey as they strive to meet the needs of more people in 

North Northamptonshire. If this is something that enthuses you and you think that you have the skills to 

make a difference, we would be keen to hear from you. 

 

Ceri Davies, Chair 

 

 

 

 

 

http://www.ep-uk.org/
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About Us 

We are Teamwork Trust – a North Northamptonshire charity and social enterprise with three centres in Corby, 

Kettering and Wellingborough. 

We work with and support autistic adults and people with learning disabilities and mental health needs, 

providing a safe, friendly, supportive environment where we actively encourage a ‘can do’ culture. 

We care and are passionate about ensuring that everyone has access to the same chances, choices and 

opportunities, and we embrace and celebrate individual needs and abilities. 

This philosophy means we are all about positive risk taking and adventuring. We work hard to transform day-

to-day living experiences into impactful learning opportunities, with our service-users helping to steer and plan 

everything we do. 

At Teamwork Trust, individuals can make new friends, access education and employment experience on our 

factory floor and in the community and take part in on and off-site activities and education classes. We are 

good at helping people grow their self-confidence and independence and have a strong vision to become 

centres of excellence, led and guided by our people – autistic adults and adults with learning disabilities and 

mental health needs. 

Teamwork have gone through a period of significant growth and development. We have successfully navigated 

the COVID-19 disruptions, being able to continue to provide services throughout the lockdowns. This 

introduced opportunities for technological development and creative methods of delivery to service users.  

 

How we help 

The individuals we support (our members) can choose how they want to spend their time with us. We meet 

with all of them at the start of their journey with us to create a bespoke package, so that they can choose from 

a variety of vocational opportunities, education classes, activities and life skills. We regularly assess our 

members, add new activities and opportunities into the mix. 

This means that all our members have fun while they are with us, they smile, make friends, learn vital skills, 

enjoy vocational experience and are supported at every of the step of the way - and into the wider community. 

We have seen some remarkable results and heard inspiring success stories from our autistic adults and adults 

with learning disabilities and mental health needs during lockdown, and since lockdown eased and our centres 

reopened. 

http://www.ep-uk.org/
https://www.teamworktrust.co.uk/
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Recruiting Trustees 

We are recruiting for two new Trustees, one with the skills and abilities to become our Company Secretary and 

one with an income generation/enterprise background. 

Company Secretary 

The Company Secretary’s role is generally to ensure that the charity complies with the requirements of 

company law. This involves supporting the Chair in ensuring the smooth functioning of the Board of Trustees 

and ensuring meetings are effectively organised, run and recorded, and are in line with Teamwork Trust’s 

constitution.  

The Company Secretary is a strategic position of considerable influence at the heart of governance operations 

within our organisation. Whilst there are no formal qualifications required, you may have skills/experience 

across company and charity law, finance, governance and strategy. The successful candidate will have 

exemplary organisation skills and management experience at a senior level. 

Income Generation Trustee 

We are looking for a Trustee who can help us structure our service offer to increase our economic 

sustainability. The successful candidate should have a record of income generation, creating corporate 

relationships and leveraging charity assets.  A background/knowledge around enterprise or trading would be 

beneficial. They should also be able to support the board in thinking strategically about income generation.   

 

 

“There’s been lots of really positive 

things  

to have come out of lockdown for 

me.  

I have never felt so motivated.” 

Charlotte 

 

“I never feel alone because Teamwork are always 

there to help” 

Jenny 

“I came to Teamwork very anxious, not being able to focus, struggling to function 

normally. Now I have a useful toolbox to deal with my anxiety - I now spot my symptoms 

and can stay grounded when I experience panic attacks.” 

http://www.ep-uk.org/
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Member of the Board of Trustees Job description 

Location Meetings are held in our North Northamptonshire centres 

Time Commitment Board meetings are held every 6 weeks. The estimated time commitment 

is 1 working day per month, delivered in a flexible way across the year. 

Time commitment will fluctuate in line with Board and Committee 

meetings, and other specific one-off pieces of work that may involve 

reading, preparation and attending events. 

Remuneration Unpaid, expenses covered in line with policy  

 

Overall purpose of the role 

Board members ensure that Teamwork Trust (TT) has a clear strategy, and that our work and goals are in line 
with our vision. The role of our Board is to be the ‘guardians of our purpose’, making sure that all decisions put 
the needs of our beneficiaries first.  
 
In addition to contributing to the Board as a whole Trustees also participate and take responsibility for specific 
areas of work. This can include leading sub-committees or specific project work. 
 
Key accountabilities  
To hold the charity “in trust” for current and future beneficiaries by:  

• Ensuring TT has a clear vision, mission and strategic direction and is focused on achieving these.  

• Being responsible for the performance of TT and for its “corporate” behaviour; ensuring that the 
charity complies with all legal and regulatory requirements.  

• Acting as guardians of the charity’s assets, both tangible and intangible, taking all due care over their 
security, deployment and proper application.  

• Ensuring that the charity’s governance is of the highest possible standard.  
 
Duties and key responsibilities  

• To ensure TT complies with its constitution and pursues its objectives as defined. 

• To ensure TT applies its resources exclusively in pursuance of its objectives.  

• To contribute actively to the Board of Trustees' role in giving firm strategic direction to TT, setting 
overall policy, defining goals and setting targets and evaluating performance against agreed targets.  

• To safeguard the good name and values of TT. 

• To ensure the financial stability of TT.  

• Contribute actively to the Board of Trustees by giving firm strategic direction, setting overall policy, 
defining goals, setting targets, and evaluating performance against agreed targets. 

 
 

Specific skills, knowledge or experience – income generation Trustee role  

 
In addition to the above statutory duties, each Trustee should use any specific skills, knowledge or experience 
they have to help the Board of Trustees reach sound decisions. This may involve leading discussions, identifying 
key issues, providing advice and guidance on new initiatives, and evaluating or offering advice on other areas in 

http://www.ep-uk.org/
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which the Trustee has particular expertise. Our Board members all work on focused sub-groups to help support 
and guide the work we do.  
 
The additional functions that a Trustee with income generation expertise should bring to the Board are: 
 

• Provide thought leadership on income generation opportunities. Social Enterprise or trading expertise 
would be advantageous. 

• Provide strategic oversight and advise on the implementation of TT’s fundraising activities. 

• Analyse risks and opportunities from a fundraising perspective and provide strategic guidance, whilst 
taking a balanced approach to both. 

• Provide oversight and advice to ensure that TT’s income generation strategy results in continued 
sustainability and enables the organisation to achieve its social objectives. 

• Encourage an entrepreneurial fundraising culture. 
 

Person Specification - income generation Trustee 
 
Teamwork Trust have gone through a period of significant growth and development and are looking for new 
Board members to support us into our new strategic vision. Our new Trustees will be people who are able to 
support us into the next phase of Teamwork Trust.  
 
You may not have direct experience in working within a charity like TT, but you will understand the pivotal role 
the Board plays.  What is most important is you have an understanding and passion for our service users, 
mission and values.  
 
Essential 

• Significant fundraising/income-generation knowledge and/or business development at a strategic level. 

• An understanding of the challenges facing organisations such as TT in generating income. 

• Demonstrable leadership experience at a senior organisational level.  

• Experience of participating in management level discussions to reach rounded decisions and 
agreement for action.  

• High level of interpersonal skills including tact, diplomacy and enabling contributions from all.  

• Passion for the mission and values of TT, including service user led organisations. 

• Capability to deal effectively with issues that may emerge in governance, matters of safeguarding, risk 
of reputation and sustainability for the organisation. 

• Impartiality, fairness and ability to respect confidences.  

• Ability to commit to the equivalent of one working day per month, delivered in a flexible way across 
the year.  

• An understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship. 

• An ability to work effectively as a member of a team and to take decisions for the good of TT. 
 
Desirable 

• Experience of effectively growing enterprise/trading income in the not for profit sector. 

• Prior experience of committee/trustee work.  

• Leadership skills exercised through a period of change.  

• Experience in the independent ‘for profit’ sector, particularly with organisations providing health 
and/or social care. 

http://www.ep-uk.org/
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• Knowledge of the social demographics, economy and environment of the geographical area of 
Teamwork Trust. 

 

Company Secretary Job description 

Location Meetings are held in our North Northamptonshire centres 

Time Commitment Board meetings are held every 6 weeks. The estimated time commitment 

is 2 working days per month, delivered in a flexible way across the year. 

Time commitment will fluctuate in line with Board and Committee 

meetings, and other specific one-off pieces of work that may involve 

reading, preparation and attending events. 

Remuneration Unpaid, expenses covered in line with policy  

 

Overall purpose of the role 

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

Trustees. They ensure meetings are effectively organised, run and recorded, and are in line with Teamwork 

Trust’s constitution. They are responsible for maintaining the effective administration of TT and upholding the 

legal requirements of governing documents, charity law and company law. They will also manage and monitor 

communication and correspondence for the Board.  

Key accountabilities: 

• To ensure that the charity is effectively administered, including ensuring compliance with statutory and 

regulatory requirements. 

• To ensure Board and other meetings, such as the AGM, and events are properly administered. 

• Monitor meeting action points. 

Duties and key responsibilities: 

Administration and compliance  

• To ensure that the requirements of Companies House are met -  

o The list of Directors at Companies House is kept up-to-date 

o Ensure that the AGM, EGMs etc are properly administered 

o Board member records are kept up-to-date and maintain the register of interests 

o Annual returns are made to regulatory bodies as appropriate and in the correct format 

• Become familiar with Teamwork Trust’s constitution, the legal responsibilities of charities under the 

Charities Act 2009 and the charity’s internal governance rules. 

• Ensure the Board are aware of the requirements to comply with the relevant codes such as the 

charity’s Code of Conduct for Charity Trustees and the Charities Governance Code . 

• Ensuring that decisions and actions of the Board are accurately recorded and implemented. 

http://www.ep-uk.org/
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• Tracking progress with the charity’s risk register/ business plan/ strategic plan and making sure any 

correspondence for the Board is brought to the attention of the board. 

• Maintain accurate and up-to-date membership records, issuing renewal notices and recording 

subscription/membership fees together with the Treasurer. 

Preparing for board meetings  

• Assist the Chair of the Board with the planning of and the agenda for each board meeting. 

• Making sure the timetable of Board meetings for the year ahead is agreed, including the AGM. 

• Send out notification of Board meetings to charity trustees (and others where applicable). 

• Work with the Chair of the Board to set each board meeting agenda, including the management of any 

agenda items received from other Board members. 

• Arrangement of necessary reporting to be done. For example, the annual report to members. 

• Arrangement and circulation of board papers/pack at least five days in advance of meetings; Dealing 

with any issues charity Board members have regarding the board papers/pack. 

• Check a quorum is present and being aware of any proxy voting arrangements. 

• Ensuring the venue/room is prepared appropriately for the meeting. 

Taking meeting minutes  

• Provide an accurate, impartial and balanced internal record of what happened at a meeting. 

• Keeping a record of all issues discussed, decisions taken, and any actions required to implement a 

decision. 

• Working closely with the Chair to ensure that the draft minutes are accurate 

• Ensure the AGM is run according to the constitution and Companies House requirements including -  

o Ensure nominations for Directors are received in time and in the correct format. 

o Ensure voting procedures are followed correctly. 

o Ensuring that any required business is dealt with (such as appointment of auditors). 

Person Specification - Company Secretary 

Teamwork have gone through a period of significant growth and development and are looking for new 

Secretary to the Board to support us into our new strategic vision. Our new Company Secretary will be 

someone who is able to act as the co-ordination hub, supporting us through a significant re-structure.  

You may not have direct experience in working within a charity like Teamwork Trust, but you will understand 

the pivotal role the Company Secretary plays.  What is most important is you have an understanding and 

passion for our service users, mission and values.  

Essential: 

Administration skills  

• To be organised and methodical. 

• Able to take good minutes and keep accurate records. 

http://www.ep-uk.org/
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• Have knowledge of Company law relating to the Company Secretary’s role or be willing to undertake 

training and learning to develop this. 

• Have/or develop a good knowledge of the organisation’s own constitution 

• Able to give clear advice on procedural matters. 

Professional qualities 

• Demonstrable leadership experience at an organisational level.  

• Ability to manage Board level discussions to rounded decisions and agreement for action.  

• High level of interpersonal skills including tact, diplomacy and enabling contributions from all.  

• Passion for the mission and values of TT, including service user led organisations.  

• Experience and success in continually improving Board governance and developing Board performance.  

• Capability to deal effectively with issues that may emerge in governance, matters of safeguarding, risk 

of reputation and sustainability for the organisation. 

• Impartiality, fairness and ability to respect confidences.  

• Ability to quickly acquire sufficient knowledge and understanding of the organisation and be a ‘critical 

friend’ to the CEO.  

• Ability to commit to the equivalent of two working days per month, delivered in a flexible way across 

the year.  

Desirable:  

• Experience of over-seeing organisational re-structure    

• Leadership experience in the independent ‘for profit’ sectors, particularly with organisations providing 

health and/or social care.  

• Knowledge of the social demographics, economy and environment of the geographical area of 

Teamwork Trust 

•  

How to apply? 

Application is by CV and a covering letter which should indicate why you are interested in applying for the 

Chair role and how you meet the role requirements. Please send this to our recruitment partners Eastside 

Primetimers at recruitment@ep-uk.org. If you would like a call to discuss the role in more detail, please email 

Paul Venning, p.venning@ep-uk.org to arrange a convenient time. The closing date is Wed 1 December 2021. 

 
We want you to have every opportunity to demonstrate your skills, ability and potential; please contact us if 

you require any assistance or adjustment so that we can help with making the application process work for 

you. 

 
Teamwork Trust is committed to equality, diversity and inclusion within the recruitment process.  Our 

recruitment organisation Eastside Primetimers works to ensure that their recruitment approach is fully 

inclusive and reaches a diverse range of potential candidates. We warmly welcome applications from all 

suitably qualified candidates.  

 

http://www.ep-uk.org/
https://ep-uk.org/
https://ep-uk.org/
mailto:recruitment@ep-uk.org
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