
RESULTS UK - Board Secretary
About RESULTS UK
There are many organisations working to fight hunger and poverty around the world. 
RESULTS' particular focus is unique: our mission is to work with others to create the public 
and political will to end poverty by enabling people to exercise their personal and political 
power for change. 

RESULTS has been established in the UK as a charity since 1986. At the international level, 
we work with RESULTS in the USA, Australia, Japan, and Canada. We also work closely 
with partners in France, India, Kenya, Zambia, Tanzania, and elsewhere through the 
ACTION Global Health Advocacy Partnership (www.action.org). Although not legally 
incorporated into an international entity and thus being independent organisations, the 
global RESULTS family has a strong joint mission and shares a vision of a world free from 
poverty, along with sharing our approach to bringing that vision into being. 

‘Ending poverty’ is a big and complex goal – certainly larger than any one organisation can 
deliver on its own. We believe the key building blocks in escaping poverty can be most 
simply articulated as ‘health, education, economic opportunities and citizen voice’. These are 
the things that all people, wherever they live, need and have a right to. 

We achieve these goals through advocacy, as we firmly believe that the world has enough 
resources – financial, technical, and knowledge – to bring about the end of poverty. What is 
missing is the political will to do so. 

In practice, this means we call for increases in resources, better policies, and increases in 
political leadership on issues of international development. We do this through smart, non-
partisan parliamentary advocacy, and through well-researched and evidence-based policy 
advocacy, both led by staff in our London office. 

In addition to policy and parliamentary advocacy, our grassroots advocacy is critical. We 
have volunteer groups across the UK that meet at least once a month to learn about a 
topical issue and take action. The dedication of our volunteers speaks to both our values 
and history. RESULTS grassroots are ordinary people, but extraordinary campaigners that 
are deeply engaged, reading, learning, and actively participating in training to become 
experts on our issues. 
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Main Responsibilities of a Board Secretary
The Board Secretary will aim to provide an efficient secretariat service to the board and 
manage the administration of running of Board related activities. 

Key areas of responsibilities as the board secretary include: 

A. Board meetings 

● Liaise with the Co-Chairs and Executive Director to plan, arrange and produce 
agendas and supporting papers for Board meetings and for drafting the subsequent 
minutes and updating the action logs in a timely manner.  

● Accurately record decisions and actions in the minutes and report to the next 
committee meeting on the progress of actions and the result of decisions. 

● Coordinate the collation and issue of papers for the Board meetings, working closely 
with the designated senior content lead (could be board members or members of the 
Management Team) for each meeting. 

● Support the Co-Chairs, Executive Director and Management Team to ensure timely 
and well-planned follow-up and resolution to points raised in board and meetings. 

B. Support with the maintenance of documentation and information relevant to the 
board 

● Maintain minute records on the shared folder of RESULTS UK 
● Update Trustee details on the RESULTS website 
● Support with onboarding of new trustees 

We are open to exploring whether the Company Secretary responsibilities could also be 
taken up if the successful volunteer has sufficient time to give, although Company Secretary 
duties are NOT currently a core responsibility of the role.  

(OPTIONAL) C. Adhering to charity governance (Company Secretary role) 

● Support the Co-Chairs, Sub-Committee Chairs and Executive Director in ensuring 
adherence to the charity’s prevailing governance framework. 

● Maintain a central register of key governance documents and ensure that they are 
easily accessible to both relevant staff and Trustees. 

● Maintain Trustee records with the Charity Commission and on the website. 
● Support the Co-Chairs and Executive Director to ensure that the charity is up to date 

with best practice on charity governance. 
● Support the Trustees, Executive Director and Management team in ensuring that 

Trustees’ regulatory obligations are properly planned and executed. 

For more information on the roles of Board Secretary and Company Secretary, see this 
guide to roles on the board from NCVO. 

Meetings and Work
Board meetings are held quarterly on the first Monday of March, June, September and 
December. All meetings are currently held remotely. As COVID-19-related restrictions ease, 
we will assess how many of our meetings are held in-person and how many are held 
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remotely. We will ensure that there will always be an option to meaningfully participate 
remotely. 

The board has two committees (Finance and HR) that meet usually two weeks before the 
main board meeting in a two-hour virtual session. We also have a Diversity, Equity and 
Inclusion working group. 

The board is a group of people dedicated to the cause of RESULTS and is collaborative, 
open, supportive and adaptable. We welcome diverse views and are very encouraging to 
new board members. 

The Board Secretary will attend the board meetings and will take the meeting minutes and 
follow up with the actions from the meeting. All of these will be done working together with 
the Co-chairs and the Executive Director. 

The Board Secretary is expected to volunteer for up to 3 days/ quarter. However, there will 
be opportunities to participate in other board activities, should this be of interest and should 
the Secretary have the time to contribute above and beyond the basic  requirements. 

Remuneration and Benefits 

RESULTS UK does not pay trustees or the secretary: these are volunteer positions. 
Trustees and board secretary are eligible for reimbursement of agreed expenses (for 
example travel costs) incurred while carrying out their duties. The Board secretary will be 
appointed for 18 months, which is renewable. 

What are the benefits of being the Board Secretary of RESULTS UK? 

● Provides the opportunity to learn about governance and how a board functions, and 
contribute to the mission of building the public and political will to end poverty; 

● The opportunity to shadow the Co-Chairs and the Executive Director in the running 
of the board; 

● Potential to participate in training opportunities, either as a Board Secretary or 
participate in training provided to the Trustees of the Board; and 

● Developing an understanding of the international development sector. 

Equality, Diversity and Inclusion
RESULTS is seeking people to join our board from diverse backgrounds and life 
experiences, who want to work with us to do what we can to end global poverty. We believe 
that equality, diversity and inclusion should be the norm. As well as this being an issue of 
equality and fairness, we recognise that diverse and inclusive organisations are some of the 
most productive and impactful. We are aware of the under-representation of certain groups 
and communities in our sector. These include – but are certainly not limited to – people from 
Black, Asian and minority ethnic (BAME) communities, refugees and people from lower 
socio-economic backgrounds. We want to change this; our statement on Black Lives Matter 
explicitly mentions the recruitment of trustees as part of our commitment to listen, learn and 
act. We actively welcome applications from people from a wide range of backgrounds, skills 
and abilities, recognising the value that these different perspectives bring to our 
organisation. If you share our core commitment we would love to hear from you. 
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Skills and Qualities
Please note that you do not need previous experience as a Board Secretary. However, any 
previous experience or demonstrable experience of similar roles will be viewed positively. In 
particular, these are the desirable skills we are looking for: 

● Excellent oral and written communications skills 
● Strong minute-taking and writing skills 
● Strong organisational skills 
● Ability to maintain quality whilst working on more than one assignment 

simultaneously 
● Ability to pull information from disparate sources 
● Ability to navigate different online systems, i.e. Google Suite, document-sharing 

platforms 

There are also qualities we expect for all members associated with RESULTS UK, including 
the Trustees and Board Secretary: A commitment to the values of the organisation and to 
giving time; the ability to work with a diverse group of people on the Board and in the 
organisation; to be good at reviewing the processes and suggest improvements and ability 
to own and drive processes within the Board, with direction from the Co-chairs. We would 
like the Board Secretary to have the following qualities: 

● Strong team player 
● Excellent organisational skills 
● Discretion and tact 
● Strong deadline orientation 
● Flexible and adaptable 
● Good under pressure 
● Self-motivated and resilient 
● Strong attention to detail 
● Intellectual curiosity  

In addition, understanding of charity governance, advocacy and international development 
would be beneficial.  

Induction and shadowing
We provide an induction to the Board Secretary. The induction will include meeting the Co-
Chairs and the Executive Director as well as a comprehensive induction pack which includes 
an overview of RESULTS’ strategy, approach to governance, funding, and finance. We will 
be happy to discuss training opportunities. 

How to apply
Please apply by sending a CV (maximum 2 pages) and cover letter (maximum 2 pages) 
outlining why you are interested in the trustee role and what skills and qualities you would 
bring to the board. Each document should be no more than 2 pages and sent to 
soha.sudtharalingam@results.org.uk by midday of the 19th of April 2021. Applicants will be 
contacted by the Co-chairs about their application. If the application looks to be a good 
match to the current needs of the Board, the next step will be a video call interview in the 
week commencing 26th of April 2021. 
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We plan to select a new secretary so they have the opportunity to support preparation for 
the board meeting in early June. 

For more information or an informal chat about the opportunity please contact either the 
current Co-Chairs, Jamie Pett (jamie.pett@results.org.uk) and Soha Sudtharalingam 
(soha.sudtharalingam@results.org.uk).
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