
ROLE DESCRIPTION FOR SECRETARY TO TRUSTEE BOARD

This role is to help oversee Migrants’ Rights Network (MRN) at a time when
the organisation will embark on its new strategy.

We are looking for someone to join the board as a trustee whilst also
holding a key role to support the board with its administrative duties. This
is an important voluntary role that would suit someone with strong
organisation and administration skills.

The main duties of the Secretary will be to:
● Attend board meetings and some ad hoc meetings.
● Work at home on your own initiative to meet deadlines.
● Provide effective administrative support to the trustees.
● Manage information effectively and in accordance with legal requirements.
● Provide reminders and advice to the trustees where appropriate.

Specifically, the role will include the following tasks:

● To record attendance and minutes of meetings, indicating who is
responsible for any agreed actions.

● To record decisions accurately and objectively with timescales for action.
● To submit draft minutes to the trustees for amendment / approval and

then issue the approved draft to all trustees.
● To keep the calendar updated with key dates and advise staff and trustees

of upcoming deadlines.
● To liaise with trustees/ staff to get an update on progress of agreed actions.
● To act as secretary at the AGM.
● Any other tasks required to support the trustees.

General duties and responsibilities as an MRN Trustee

▪ Ensuring that MRN pursues its stated objects (purposes), as defined in its
governing document, by developing and agreeing a long-term strategy

▪ To ensure MRN follows effective governance to meet regulatory and statutory
requirements and complies with its governing document (i.e., memorandum
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and articles of association), charity law, company law and any other relevant
legislation or regulations.

▪ To make balanced and informed decisions in the best interests of the charity
to achieve its purposes, and avoid personal conflicts of interest when making
decisions.

▪ Ensuring that MRN applies its resources exclusively in pursuance of its
charitable objects (i.e., the charity must not spend money on activities that are
not included in its own objects, however worthwhile or charitable those
activities might be) for the benefit of the public.

▪ Ensuring that MRN defines its goals and evaluates performance against
agreed targets.

▪ To act responsibly, reasonably, and honestly, and safeguard the good name
and values of MRN.

▪ Ensuring the effective and efficient administration of MRN, including having
appropriate policies and procedures in place.

▪ Ensuring the financial stability and probity of MRN.

▪ Protecting and managing the property of the charity and ensuring the proper
investment of the charity’s funds.

▪ Following proper and formal arrangements for the appointment, supervision,
support, appraisal, and remuneration of the CEO.

▪ To assist the Board to support MRN in delivering its overall strategy.

▪ To support the organisation in developing a fundraising strategy that fits with
its ambitions and objectives.

▪ Be an active champion of Migrants’ Rights Network.

In addition to the above statutory duties, each trustee should use any specific
skills, knowledge or experience they have to help the board of trustees reach
sound decisions. This may involve scrutinising board papers, leading discussions,
focusing on key issues, providing advice and guidance on new initiatives, or
other issues in which the trustee has special expertise.

Person specification

The Secretary/ trustee should have the following qualities and will:

● Commit to the organisation, to the aims and objectives of MRN, and  its
vision and to upholding and advancing migrants’ rights.

● Have strong organisation and administration skills taking accurate notes of
discussions.
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● Proactive, organised and helping other people to keep to deadlines.

● Have strong communication and interpersonal skills.

● Be able to follow detailed conversations and have a high standard of
written English.

● Exercise impartiality and respect confidences.

● Be good at being able to handle sensitive information and maintain
confidentiality.

● Want to ensure MRN is inclusive and takes an intersectional approach.

● Devote the necessary time and effort required.

● Offer strategic vision and insight.

● Demonstrate good and independent judgement.

● Think creatively to further the organisation's causes.

● Be an active participant and will speak their mind.

● Have understanding and acceptance of the legal duties,  responsibilities,
and liabilities of a trusteeship.

● Work effectively as a member of a team.

● Desirably have some understanding of financial management.

● A commitment to Nolan’s seven principles of public life: selflessness,
integrity, objectivity, accountability, openness, honesty, and  leadership.

Time commitment

Board meetings are held every 2 months between 6.30-8pm. We envisage this
role will require a commitment of 3-4 hours every 2 months.

An Inclusive Board & Organisation

We strive to have a board that is representative of the communities we work
alongside, and want to ensure those with the lived experience of migration or the
refugee system, are fully represented. We are committed to being a truly inclusive
organisation, and want to actively encourage those who identify with a disability,
as LGBTQI, or those under 25 to apply.
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We particularly welcome anyone who has not had previous experience of  being a
trustee or on a board of trustees.

We want to ensure that your immigration status will not be a barrier to your
application or appointment. However, we would encourage you to consider the
following:

▪ a charity trustee/director of a company must have their name publicly  available

▪ the trustee/director of the company’s name, date of birth, personal  address and

nationality will be registered with the Charity Commission and Companies House

We also appreciate that your immigration status may be subject to change, and
that this in itself may mean your circumstances change. We would encourage you
to consider if this may affect you and your ability to be actively involved as we do
require at least one year’s commitment in this role.

Interested in Applying

If you are interested in applying please send a short CV and a brief statement
explaining why you are interested in joining the board as a trustee and your skills
in relation to the secretary to the board role.. You can also send a short 3-5min
video on why you would like to join the board along with your CV.

If either of these methods of applying is a barrier, please drop us a line. We want
this process to be accessible, and so we are happy to consider verbal applications
too.

Please send your application to trustees@migrantsrights.org.uk by 9am, 30
August 2022.

Recruitment Process

Once we have received your application, we will review all applications and
shortlist applicants that meet the skills and criteria we seek, and contact you
for a conversation with two board members, and the CEO.

If you have access requirements or need any adjustments to the recruitment
process, please do let us know.
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Further Information

If you would like more information or have an informal chat, please contact  Chair of
MRN, Nick Sigler - n.sigler@migrantsrights.org.uk or the CEO, Fizza  Qureshi -
f.qureshi@migrantsrights.org.uk

For information on our current activities and impact, please visit
www.migrantsrights.org.uk

About Migrants’ Rights Network

Migrants’ Rights Network is a charity that works alongside migrants in their fight for
rights and justice.

We build relationships with grassroots, migrant-led organisations to understand the
issues that are important to them and how we might be able to help. This can take
many forms, but includes:
● Using our platform to raise awareness of the issue amongst politicians and
policy makers, and in the media.
● Work with individuals and/or organisations to build campaigns and links with
legal experts in order to pursue strategic litigation.
● Inform our work and the work of others to better understand the issues and
build an evidence-base for change.
● Making links between different causes and campaigns, to enable information
and resource sharing.
● Offer resources and training to empower migrant communities with
information on their rights.
● Countering harmful narratives around migration through informative and
creative campaigns

We believe everyone has the right to live a dignified life in a society free from all forms
of oppression. That is why we are particularly keen to work with seldom heard groups,
and on the less popular and less publicly palatable issues that are not being
addressed by others.

We are not a formal network. Rather, we seek to bring people together in order to
share our collective resources and expertise and to build solidarity between
movements, campaigns and communities. Whether that is making links between the
race equality sector and the migrants’ rights sector, or between an individual and a
legal expert who may be able to take on their case, we believe it is through building
these bonds between people that we have the greatest opportunity to achieve
change.
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