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Trustee Lead for Governance Administration
Methodist Women in Britain is a self-financing volunteer run charity within the Methodist Church and the British Unit (Europe: Britain and Ireland Area) of the World Federation of Methodist and Uniting Church Women (WFMUCW). 
We are passionate about women, about justice and about Christ. 
By connecting women from within and beyond the Methodist Church, we equip them to participate more fully in their communities.

This is a 5-year volunteer appointment.

Purpose of the Role

The Trustee Lead for Governance Administration is a statutory trustee role that provides governance oversight and strategic administrative leadership for the Board of Trustees. This role ensures that all formal governance mechanisms—including meeting procedures, decision-making records, and documentation compliance—are robust, legally sound, and facilitate the effective strategic leadership of the charity.

Key Responsibilities

1. Governance Assurance and Meeting Procedures (Oversight)
· Assure that formal board and task group meeting agendas and papers are prepared and circulated in line with the charity’s governing document and relevant legislation.
· Oversee the process of formal minute-taking for all board meetings, ensuring accuracy, objectivity and timely circulation of decisions and formal action logs.
· Monitor and track the resolution of major board decisions and governance-related actions, reporting status to the Chair and the board.
· 
2. Statutory Governance and Record Keeping (Compliance)
· Lead the maintenance of accurate and complete statutory trustee records, including terms of office, contact details, and formal declarations of interest.
· Maintain the integrity of the Governance Register, overseeing the secure storage, organisation and accessibility of all formal governance documents (e.g. governing documents, formal policies, archived minutes).
· Lead the implementation of the annual governance cycle, including the schedule of meetings and required policy reviews.
· Ensure that documents are processed and stored in strict compliance with the Data Protection Act and GDPR requirements.













3. Board Communication and Coordination (Efficiency)

· Act as the central point of administrative coordination to ensure timely and effective communication among Board of Trustees. 
· Provide administrative support for the communication needs of the trustees to District and Partner Ambassadors, ensuring consistency with board decisions, working closely with the Trustee Leads for Communications and People and Volunteering.
· Assist with the administration of Trustee recruitment and induction, working with the Trustee Lead for People and Volunteering to ensure these processes are compliant and documented.

4. Fiduciary Duty and Confidentiality
· Exercise the full legal duties of a Trustee, including acting in the charity’s best interests and managing resources responsibly.
· Uphold the highest levels of discretion and integrity when handling confidential and sensitive governance information.

What We’re Looking For

Essential

· A strong understanding of, or willingness to rapidly learn, charity governance and the statutory duties of a trustee.
· Exceptional organisational and time management skills suitable for a governance environment.
· Strong written communication skills and high proficiency in basic IT and document management systems.
· Demonstrable accuracy, reliability and meticulous attention to detail required for statutory record-keeping.
· A professional, impartial approach and commitment to the highest standards of confidentiality.

Desirable

· Previous experience in a governance support role (e.g., Company Secretary, Board Administrator) or as a Trustee.
· Experience with secure digital data management and compliance frameworks (e.g., GDPR).

Time Commitment

· Attendance at all monthly online board meetings, typically 90 minutes.
· Attendance at 24-hour board meetings (may be up to 5 per year) 
· Approximately 10 - 15 hours per month (flexible, but critical deadlines around meetings must be met).
· Additional time around annual reporting and governance review periods.




Expenses

Methodist Women in Britain is committed to ensuring that no volunteer is financially disadvantaged by their service. All reasonable out-of-pocket expenses incurred in the performance of authorised MWiB duties (including travel to meetings, postage, and necessary materials) will be reimbursed in accordance with the MWiB Expenses Policy.
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