Southwark Arts Forum Trustee Job Description

October 2011

Southwark Arts Forum is seeking new board members to help steer the organisation through a key period of consolidation and development. We are looking for trustees with particular skills, who will support these developments and share our values, complementing the existing board. 

Our members are a creative bunch! They range from visual artists, musicians, filmmakers, dancers, photographers, poets, film producers, graphic designers, theatres, galleries, studios, arts organisations, community groups, education institutions, council staff, local businesses and many other creatives. Members come from all stages of careers and diverse backgrounds. 

The duties of a trustee are:

· to ensure that the organisation complies with its governing document, organisation      law, and any other relevant legislation or regulations.

· to ensure that the organisation pursues its objectives as defined in its governing document.

· to ensure the organisation applies its resources exclusively in pursuance of its objectives, ie the organisation must not spend money on activities which are not included in its own objectives, no matter how worthwhile or charitable those activities are.

· to contribute actively to the board of trustees' role in giving firm strategic direction to the organisation, setting overall policy, defining goals, setting targets and evaluating performance against agreed targets.

· to safeguard the good name and values of the organisation. 

· to represent the company at functions and meetings as appropriate.

· to declare any conflict of interest while carrying out the duties of a trustee.

· to be collectively responsible for the actions of the organisation and other trustees.

· to ensure the effective and efficient administration of the organisation.

· to abide by the equal opportunities policy.

· to ensure the financial stability of the organisation.

· to protect and manage the property of the organisation and to ensure the proper investment of the organisation's funds.

· to make sure the organisation is properly insured against all reasonable liabilities.

· to appoint and support the employees and monitor their performance.

· to attend meetings, and to read papers in advance of meetings.

· to attend sub-committee meetings as appropriate.

· to participate in other tasks as arise from time to time, such as interviewing new staff, helping with fundraising.

· to keep informed about the activities of the organisation and wider issues which affect its work.

· In addition to the above statutory duties of all trustees, each trustee should use any specific knowledge or experience they have to help the board of trustees reach sound decisions.  This will involve scrutinising board papers, leading discussions, focusing on key issues, and providing advice and guidance requested by the board on new initiatives, or other issues relevant to the area of, the organisation's work in which the trustee has special expertise.

Trustee Person Specification

Each trustee must have:

· Integrity.

· A commitment to the organisation and its objectives.

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

· A willingness to devote the necessary time and effort to their duties as a trustee.

· Ability to think strategically.

· A good, independent judgement.

· An ability to think creatively.

· A willingness to speak their mind.

· An ability to work effectively as a member of a team.

The board of trustees will need skills and experience in the following areas:

· Development & strategic planning

· Entrepreneurial approach to business development.

· Policy at local and/or national government level 

· Public relations

· Marketing

· Fundraising.  

· Membership or customer service development 

· The Arts

· Education

Board Meetings

· Board meetings are held once every six weeks.

· SAF board meeting are held at the More London offices of Lawrence Graham LLP, who sponsor us by free use of their boardroom facilities. The venue is a 3min walk from London Bridge station.

· An annual away day for SAF trustees and staff is held usually in the autumn each year.

· An annual general meeting is held with SAF membership and key stakeholders usually March of each year.

Application Process

· If you would like to discuss the role prior to application then please contact Bridget Edwards 0207 231 3222. 

· To apply email Bridget with you CV, and a covering letter explaining why you would like to be a trustee of Southwark Arts Forum to bridget@southwarkartsforum.org 

· By 14th November 2011.

· Interviews. Monday 21st and Wednesday 23rd November. Interviews will be held at SAF Office, The Biscuit Factory, 100 Clements Road Bermondsey, London SE16 4DG. SAF office is a 5min walk from Bermondsey tube station (Jubilee line).

· Successful applicants will be notified by Friday 25th November.

· New trustees. Drinks reception 6pm – 7pm, Tuesday 29th November for new trustees to meet SAF team and fellow trustees.

· First Board Meeting. First board meeting Wednesday 14th December.

