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Trustee Director role description
	Role purpose

	Accountable to the Chair of the Key Board and sharing responsibility for the performance of Key, Trustee Directors uphold Key’s values, objectives and policies, contribute to strategic direction and collective decisions, and use their judgement, knowledge and experience to help the Board reach sound decisions. They safeguard the good name and values of the organisation and help ensure its effective and efficient administration and financial stability.

	Key responsibilities

	1
	Board responsibilities – uphold Key’s values, objectives and policies and share responsibility for Key Board/Committee decisions.

	2
	Training and development

	
	· Attend an induction session at Key before the first Board meeting and attend training and other events as required.

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

	
	· Use specific knowledge and experience to advise and guide the Board on new initiatives and other relevant issues.

	3
	Meetings

	
	· Prepare for meetings by reading papers in advance. Papers are distributed one week before meetings.

	
	· Attend all Board and appropriate sub-committee meetings. The Board meets four times a year at Progress Housing Group offices or via Microsoft Teams; one meeting may be a full-day away day.

	
	· Attend Key’s annual general meeting in September. Out of pocket travel expenses for meetings can be claimed.

	4
	Engagement

	
	· Act as an ambassador for Key and represent the organisation at stakeholder meetings, public events and functions as appropriate.

	
	· Support employees and monitor their performance.

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




	5
	Evaluation

	
	· Participate in reviews linked to individual or Key Board performance and contribute to setting targets and evaluating performance against agreed targets.

	Legal and regulatory responsibilities

	Trustee Directors must:
· ensure the organisation complies with its governing document, organisation law and any other relevant legislation or regulations
· ensure the organisation pursues its objectives as defined in its governing document
· ensure the organisation applies its resources exclusively in pursuance of its objectives
· respect the confidentiality of information as required at all times
· uphold Key’s Code of Conduct and Standing Orders and abide by core policies, including the Equity, Diversity, Inclusion and Belonging Policy
· declare any relevant potential conflict of interest while carrying out the duties of a Trustee Director
· be collectively responsible for the actions of the organisation and other Trustees
· ensure the effective and efficient administration and financial stability of the organisation
· protect and manage the property of the organisation and ensure the proper investment of the organisation’s funds
· make sure the organisation is properly insured against all reasonable liabilities
· safeguard the good name and values of the organisation.



This role description is not exhaustive and serves only to highlight the main requirements of the post holder.  The role description will be reviewed regularly and may be subject to change.
Trustee Director person specification
	Criteria
	Method of assessment

	Skills – leadership

	Contribute actively to the Key Board’s role in giving firm strategic direction, setting overall policy, defining goals, setting targets and evaluating performance against agreed targets.
	CV / supporting statement
Interview

	Uphold the values, objectives and policies of Key and safeguard the good name and values of the organisation.
	Interview

	Contribute to and share responsibility for Key Board/Committee decisions and be collectively responsible for the actions of the organisation and other Trustees.
	Interview

	Skills – strategic thinking

	Demonstrate strategic vision and keep discussions focused on Key’s objectives.
	CV / supporting statement

	Keep informed about Key’s activities and wider issues affecting its work, using relevant knowledge and experience to support Board discussions.
	CV / supporting statement

	Skills – analysis, scrutiny, judgement and decision making

	Demonstrate good, independent judgement when considering matters before the Board.
	CV / supporting statement

	Think creatively when considering issues, opportunities and new initiatives.
	Interview

	Scrutinise Board papers, lead discussions where appropriate and focus on key issues.
	Interview

	Use specific knowledge or experience to help the Board reach sound decisions and provide advice and guidance when requested.
	CV / supporting statement

	Skills - communication

	Be willing to speak their mind while contributing constructively to Board discussions.
	Interview

	Work effectively as a member of a team.
	Interview

	Act as an ambassador for Key and represent the organisation appropriately at stakeholder meetings, public events, functions and meetings.
	Interview

	Knowledge

	Understand and accept the legal duties, responsibilities and liabilities of trusteeship.
	CV / supporting statement

	Understand Key’s work, its objectives and the wider issues which affect the organisation.
	CV / supporting statement

	Experience

	Experience of setting targets, monitoring and evaluating performance and programmes in commercial and/or non-profit organisations.
	CV / supporting statement

	Relevant knowledge or experience that can be used to help the Board reach sound decisions and support Key’s work.
	CV / supporting statement

	Personal qualities

	Integrity and a commitment to the organisation and its objectives.
	CV / supporting statement

	A willingness to devote the necessary time and effort to Trustee Director duties, including preparation for and attendance at meetings and other events.
	Interview

	General

	Financial management.
	CV / supporting statement

	Legal matters.
	CV / supporting statement

	Fundraising.
	CV / supporting statement

	Recruitment and personnel management, including a knowledge of employment legislation.
	CV / supporting statement

	Public relations.
	CV / supporting statement

	Marketing.
	CV / supporting statement

	Computers and information technology.
	CV / supporting statement

	Campaigning.
	CV / supporting statement

	Education and learning.
	CV / supporting statement

	Safeguarding.
	CV / supporting statement

	Knowledge or experience of the type of work being done by Key.
	CV / supporting statement

	Commitment to equity, diversity, inclusion and belonging and to abiding by Key’s Equity, Diversity, Inclusion and Belonging Policy.
	Interview

	Ability to work within Key’s governing document, Code of Conduct, Standing Orders and other relevant policies.
	Interview

	Ability to support employees and monitor performance as part of the Trustee Director role.
	Interview

	Availability to attend the induction, Board meetings, annual general meeting, an away day where required, and sub-committee meetings as appropriate.
	Interview
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