Job Description: Secretary to the Board of Trustees – Kensal Rise Library
Organisation: Friends of Kensal Rise Library (Charity No. 1141606)
Location: Kensal Rise Library, Bathurst Gardens, London NW10 5JA
Commitment: Approx. 10-15 hours per month (including two monthly volunteer shifts)  
Type: Voluntary (reasonable expenses reimbursed)

About Kensal Rise Library
Kensal Rise Library is a much-loved, community-run library managed by the charity Friends of Kensal Rise Library.
Our mission is:
“To foster an innovative library and public space at the heart of our neighbourhood that is free and welcoming to all, offering a range of services for both adults and children to further literacy, the arts and community cohesion.
We aim to promote love of reading, especially among children; to offer a free, warm and safe space for all residents to study, meet up and recharge and to provide a welcoming hub for learning, activities and community engagement.  
Since reopening in community hands, the library has been powered by volunteers, local residents, and the active leadership of its Board of Trustees.

Purpose of the Role
The Secretary plays a key governance and communication role on the Board, ensuring the charity complies with its legal obligations and operates efficiently, transparently, and in line with its constitution.
As with all trustees, this is a hands-on role, involving both governance responsibilities and at least two monthly volunteer shifts within the library to stay engaged with day-to-day operations and the volunteer community.

Key Responsibilities
Governance and Administration
· Ensure that the Board of Trustees complies with all regulatory and constitutional requirements of the Charity Commission and Friends of Kensal Rise Library.
· Prepare and circulate meeting agendas in consultation with the Chair.
· Record accurate minutes of trustee meetings and ensure they are agreed and filed.
· Maintain records of trustee decisions, policies, and key documents.
· Manage statutory filings (e.g. annual returns, accounts, changes to trustees) with the Charity Commission and Companies House (if applicable).
· Ensure that all charity records, policies, and governance documents are up to date and securely stored (digitally and in hard copy where required).
· Maintain a calendar of key governance deadlines and support the Chair in meeting them.
· Support recruitment, induction, and record-keeping for new trustees.
Communication and Coordination
· Circulate papers, reports, and updates to trustees in advance of meetings.
· Act as the central point of communication between trustees, volunteers, and key partners.
· Support effective internal communication across the organisation, ensuring volunteers and trustees are kept informed of decisions and upcoming activities.
· Liaise with external stakeholders (e.g. funders, partners, local authority) on behalf of the Board where appropriate.
Operational and Community Involvement
· Undertake two monthly volunteer shifts within the library, helping with front-of-house tasks such as greeting visitors, assisting with book loans, and supporting community events.
· Assist with community engagement, publicity, or administrative tasks that strengthen the day-to-day running of the library.
· Be a visible, approachable presence within the volunteer team, helping to connect the governance of the library with its community activity.

Person Specification
Essential
· Commitment to the mission and values of Kensal Rise Library.
· Excellent organisational and administrative skills, with strong attention to detail.
· Ability to take accurate minutes and manage documents clearly and confidentially.
· Reliable, proactive, and able to manage deadlines.
· Strong written and verbal communication skills.
· Ability to work collaboratively with a diverse team of volunteers and trustees.
· Willingness to undertake one weekly volunteer shift in the library.
Desirable
· Experience of charity governance, secretarial or administrative work.
· Familiarity with the Charity Commission’s reporting requirements.
· Confidence using basic digital tools (e.g. Google Workspace, Microsoft 365, online filing systems).
· Knowledge of the Kensal Rise community and local networks.

Time Commitment
· Two volunteer shifts per month 
· Attendance at trustee meetings 
· Preparation time for agendas, minutes, and filings.
· Approximate total: 10-15 hours per month
 

What You’ll Gain
· The chance to play a vital role in the good governance and smooth running of a unique community institution.
· Experience in charity governance, administration, and community development.
· The satisfaction of contributing to a thriving, creative, and inclusive local space.
· Opportunities to develop new skills and connections through meaningful voluntary work.

