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Trustee - Charity Secretary Duties
1) Overall Purpose

a) The Secretary is responsible for the smooth and efficient running of Thyroid Patient Advocacy (TPA) meetings, providing assistance and support to the Chairman.

2) Main Responsibilities:
· To liaise with the Chairman to plan, arrange and produce agendas for TPA meetings and subsequent minutes.

· To act as Secretary and, with the Chairman, ensure that charity law and regulatory requirements are complied with.

· To ensure that all meetings comply with the requirements of the Constitution and Standing Orders.
3) Main Duties:

1. Arranging and administrating TPA meetings in line with legal, regulatory requirements and in accordance with the Constitution and Standing Orders.

2. Advise and guide TPA of any legal and regulatory implications of the Charity's strategic plan.

3. Acting as the custodian of the Constitution, reviewing its appropriateness and monitoring that the Charity's activities reflect the objects.
4. Acting as the custodian of the papers relating to the ‘Data Protection Act 1998’
5. Organising and storing paperwork, documents and computer-based information. 
6. Overseeing and renewing insurance cover where applicable.
7. Supporting the members of TPA in fulfilling their duties and responsibilities.

8. Being the default addressee for stakeholders and interested parties if correspondence is addressed to the Charity and not a named individual or position.

9. Acting as a counter-signatory on charity cheques and any applications for funds.

10. Acting between full TPA meetings in authorising action to be taken intra vires in accordance with list of delegated powers below, subject always to the proviso that any decision taken may alter neither strategy nor policy.
11. Compose and sign letters of thanks for donations of £100 or over.
4) Delegated Powers: 
· In liaison with the Chairman, or in the Chairman's absence the Treasurer, power to make such decisions that are necessary for the effective, efficient and legal administration of the Charity where it is judged that calling an emergency TPA meeting would be either impractical or the cost disproportionate.

· In the absence of the Chairman, power to make decisions in cases of emergency where any delay whatsoever in dealing with the matter would be seriously detrimental to the interests of the Charity, a member, a patient or a member of staff.

· Power to travel, make hotel stays and claim subsistence pursuant to the Charity's Expenses' Policy in furtherance of these duties. Reimbursement will remain subject to approval.

