HAMILTON CITIZENS ADVICE BUREAU

MAIN DUTIES AND RESPONSIBILITIES OF BOARD MEMBERS
· To pursue the best interests of Hamilton CAB as an organisation.

· To prepare for and attend all Board meetings, carefully considering the views of others, and contribute to discussion and the decision-making process.

· To undertake Board sub-group/committee responsibilities as appropriate.

· To uphold all decisions properly made by the Board, recognising the need for collective/or corporate responsibility.

· To attend the Annual General Meeting

· To approve the Hamilton CAB strategic plan and annual report, and to receive the Independent Examiner’s report.

· To maintain appropriate confidentiality and disclose any conflicts of interest.

· To participate in Board induction and ongoing development opportunities.

· To maintain the reputation of Hamilton CAB and promote the Bureau’s objectives and activities when appropriate.

· To contribute to ensuring that Hamilton CAB complies with charity law and any other relevant legislation and regulations, the requirements of the Office of the Scottish Charity Regulator (OSCR), and the Bureau’s own governing documents.

· To ensure that Hamilton CAB maintains a clear strategic direction and to contribute to setting overall policy, defining goals, setting targets and independently evaluating performance.

· To ensure that Hamilton CAB maintains sound financial procedures and reporting, maintaining financial stability and protecting the Bureau’s assets and the effective and efficient administration and management of investments.

· To participate in the appointment process of the Chief Officer and ensure that his/her supervision and annual appraisal are properly carried out.

Person Specification: Board Member (Trustee)

Hamilton CAB Board members are expected to demonstrate the following skills and abilities, knowledge, and commitment:

Skills and Abilities

• To think strategically and creatively

• To work as part of a team

• To participate actively in discussion and decision-making processes

• To be prepared for Board meetings by pre-reading and assimilating relevant papers

• To balance independence of thought and contribution with participation in collective decision-making

Knowledge and Understanding

• An appreciation of the CAB service and its impact on individuals

• An awareness of wider societal issues relating to the Bureau’s main areas of advice

• Of the role and responsibilities of being a Bureau Trustee (see governance)

• An understanding of the work of Hamilton CAB

• Knowledge of or skills/experience in at least one core skill area identified by the board – see below.

Commitments

• To the principles of equitable access, social inclusion, and equality of opportunity

• To act as an ambassador for Hamilton CAB and its work

• To invest time appropriate to the role of a Bureau trustee (see role description)

Additional Board and sub-group involvement

Hamilton CAB develops activities in accordance with a three-year strategic plan which is developed by the staff and volunteers with board input and approval.

Hamilton CAB may from time to time seek to recruit board or sub-group members with specific skills, knowledge, experience or expertise to contribute to facilitating and achieving aspects of the strategic plan.

Core Skills/Knowledge 
· Financial Management/Accountancy

· Charity Law And Governance
· Human Resources
· Voluntary Sector Management

· Strategic Planning

· Communications/ External Relations

· Professional knowledge of one of the key areas of advice – legal, consumer, benefits, housing, or employment

· Lobbying And Influencing

· Fundraising Public Relations And Media
