First Step

Trustee Job Profile

Main Pupose:

To ensure that First Step acts within the law and complies with its governing document to fulfil its stated aims and objectives.

Main Duties and Responsibilities:

1. To contribute actively to the board of trustees’ role in giving firm strategic direction to First Step by setting overall policy and ensuring that all agreed procedures are implemented and reviewed.

2. To define goals and set targets, monitoring and evaluating performances against agreed policies and targets.

3. To ensure that First Step financial regulations are adhered to and regularly reviewed.

4. To contribute to the setting of a budget and to monitor financial performance.

5. To ensure the effective and efficient administration of First Step, fulfilling the requirements of a responsible employer.

6. To safeguard the good name and values of First Step.

7. To review First Step aims and objectives, its mission and purpose on an annual basis.

Additional requirements and other duties:

1. To attend monthly Trustee meetings.
2. To contribute to a specific aspect of First Step (e.g. fundraising / finance / human resources) and be part of a sub-committee dedicated to that area of responsibility.
3. To support fundraising and social events when possible.
4. On occasions, to be part of an interview panel to recruit new staff if required.
5. To receive and respond to papers and, when necessary, be able to challenge constructively.
