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JOB DESCRIPTION
Trustee 

Code 7, a not for profit company limited by guarantee, is seeking to recruit a trustee as we are expanding and moving towards charitable status.

The position of trustee is available to someone who has a good knowledge of community and people. He or she must be articulate, positively driven and be always ready to give assistance when required.
	Job Position
	Trustee

	Job Pay Status
	Voluntary 

	Opportunity
	To be a part of an expanding organisation that helps steer young people into positive activities by using the creative industry as a key incentive

	Hours of Work
	N/A (You will be required to attend 1 meeting per month)

	Annual Leave
	N/A


Job Specification Outline: -
· To be an official trustee on the board

· To attend one meeting per month

· To give input into development processes for the organisation
· To offer support and carry out voluntary work when agreed at meetings

· To promote Code 7 to help raise funds for the organisation
· To be a possible stand in as secretary or chair when required at meetings 

· To be an executive in the company’s health & safety structure

· To seek and engage in further personal development and training

Skills/Qualifications required to do job

· At least 2 years experience working with charities or community organisations
· A recognised qualification/certificate in management, leadership or administration 
· Significant past achievements in management, leadership or administration
· At least 3 years experience working with young people 

Personal Job Requirements

· You must have a cleared, enhanced CRB check which is approved by the Lambeth Safeguarding Authority before you can begin work

· You must attend regular training in safeguarding

Job Specification Details

General responsibilities 
· To work closely with the Board to provide leadership to Code 7 and to take responsibility for its management and administration within the strategic and accountability frameworks established by the Board of Trustees.
· With the Chair, enable the Board of Trustees to fulfil its duties and responsibilities for the proper governance of the organisation and to see to it that the board receives advice and information in a timely, thorough and appropriate manner.  

· Develop Code 7 to be the main strategic organisation in Lambeth promoting human rights and equalities for young people who are hard to reach and hard to engage through the following activities:

· mentoring

· counselling

· training

· stress management

· musical activities

· performing arts

· IT

· Literacy  and numeracy

· DJing

· DVD Mixing
Working with the board 

Specific duties include: 

· enabling the Board of Trustees to formulate and annually review the organisation’s vision, mission and values; 

· developing a long-term strategy for the organisation within the vision, mission and values established by the Board of Trustees; 

· ensuring that the Board of Trustees can adequately monitor annual work plans, targets and performance; 

· liaising with the Board of Trustees on organisational progress, providing ideas and inspiration for organisational performance;
· reviewing policy proposals for Board of Trustees discussion and decision; 

· establishing the annual calendar for Board of Trustees and subcommittee meetings  

· suggesting development opportunities as appropriate; 

· enabling the Board of Trustees to broaden its capabilities and develop its leadership potential
Leading and managing CODE 7

Specific duties include: 

· alongside other board members, ensuring that a long-term strategy is in place to guide Code 7 in achieving its objectives; 

· ensuring that CODE7  has the human, material and financial resources it needs to operate effectively; 

· seeking out and developing new strategies for ensuring future resources; 

· taking appropriate steps to protect Code 7 from risk; 

· seeing to it that Code 7 fulfils its constitutional, regulatory and legal obligations; 

· ensuring that Code 7 has the right management systems and structures to carry out its work effectively, accountably and safely; 

· providing leadership to the management and operations team and direction to all staff; 

· ensuring that staff, volunteers and others working in the organisation are focused on achieving the mission and strategic priorities 
Promoting the organisation 
Specific duties include: 

· protecting and enhancing the reputation of Code 7; 

· seeking opportunities to expand and promote awareness of Code7’s work; 

· using the media appropriately to raise the organisation’s profile: 

· acting as spokesperson when authorised; 

· assisting in the formulation of marketing strategies and campaigns; 

· ensuring that marketing materials and other communications accurately and persuasively present the vision, mission and values of Code 7;  

· ensuring adequate fundraising is in place, advising the Board of Trustees on grants, taking part in local campaigns and meeting funders when necessary; 

· overseeing the regular updating of the website, production of the newsletter and other communications with supporters;
· ensuring forums facilitated by Code 7 are fit for purpose and active

· ensuring the community legal aid service is promoted widely

Person Specification 

Essentials 
· Commitment to the organisation’s vision, values and mission 

· Personal integrity and credibility 

· Commitment to self-development 

· Dedication to developing the organisation 

· An expert at understanding and working with volatile youth

· An outstanding knowledge of the human rights agenda and social justice system pertaining to young people who are NEET

· educational policy and information

· excellent at counselling

· advice and guidance

· administration within the voluntary sector

· excellent management; presentational and teaching skills; 

· successes in fundraising from both Government and charitable sources

· innovative counsellor and problem-solver
Personal qualities
· Charisma

· Tact 

· Responsiveness 

· Realism
· Honesty
· Enthusiasm 


Specific abilities 
· Financial and management expertise 

· Equalities and Human Rights programme expertise 

· Excellent communication and people skills 

· Ability to build networks and make connections 

· Strategic orientation 

· Ability to take the lead 

· Team player 

Experience 
· Track record of general management at the senior executive level 

· Proven ability to work successfully with a Trustee Board 

· Experience in managing an organisation
· Knowledge of voluntary and community sector governance practice
· Experience of fundraising
· Experience of working within a quality standard framework 

· developing new education initiatives 

· ensuring the high profile of human rights, race and equalities, and

Desirable  
· Knowledge of community legal aid service
· Experience of local strategic partnerships
· Experience of the work of the Equality and Human Rights Commission
· Experience of the former Commission for Racial Equality

· Experience of London Borough of Lambeth diverse communities

Compensation: Travel Expenses on the companies business will be paid.

Please write to Code 7 Board of Trustees, Code 7 Ltd, 44-46 Offley Road, Oval, London SW9 0LS or send an email to info@code7music.co.uk to request an application form. 
Closing date for applications: Friday 19th March 2010
Interviews to be held on the week commencing: Monday 22nd March 2010
Job Starting Date: First board meeting you will be required to attend will be Monday 5th April 2010
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