London Ambulance Service NHS Trust

Job Description

JOB TITLE:

Committee Secretary
LOCATION:

Headquarters, Waterloo Road

REPORTING TO:
Director of Corporate Services

BAND:

7
JOB PURPOSE 

· To advise the Chairman, Board members and the Director of Corporate Services on corporate governance matters relating to meetings of the Board

· To ensure the agenda and papers are sent out to Board and committee members in accordance with Standing Orders

· To ensure the Board of Directors and sub-committees operate in accordance with statutory powers and duties

· To accurately and appropriately document the discussions and decisions of specified meetings
· To ensure the forward planners support the achievement of the Trust’s corporate objectives and business plan.

KEY RESULT AREAS

To provide advice in relation to committees and meetings and comprehensive administrative support and guidance to the Board of Directors and its formal sub-committees.

· Ensuring that the Board of Directors and sub-committees are properly constituted with clear terms of reference and conduct their affairs in accordance with Standing Orders, Standing Financial Instructions and the Scheme of Delegation;

· To keep under review all corporate governance arrangements which might affect the Trust to ensure the Board is fully briefed and has regard to such matters when taking decisions;

· To maintain Standing Orders  and the Schedule of Matters reserved for the Board;
· With the director of corporate services, develop a process for annual performance evaluation of the Board and its sub-committees, for agreement with the chairman and chief executive;

· Establish effective systems for developing and managing the forward planner and agenda for each committee as agreed with each chairman;

· Co-ordinate the production of papers, ensuring timely distribution of agendas and supporting papers for internal and external stakeholders;

· Attend and minute specified meetings and accurately and appropriately record discussions and decisions taken;

· In conjunction with the PA to the director of corporate services, ensure venues, facilities and refreshments are booked;

· Follow up meetings with action sheets and timely production of minutes for agreement with the relevant chairman;

· Monitor action against agreed points and ensure these are scheduled for matters arising or the forward planner as appropriate;
· Together with the director of corporate services, manage the forward planners for the Board and its sub-committees ensuring there is sufficient cross-over the support the achievement of the Trust’s objectives and business plan;
· To organise the Annual General Meeting and take minutes, working in conjunction with the PA to the director of corporate services;

· To work with the director of corporate services to develop the committee and governance arrangements for when the LAS becomes an NHS foundation trust
· To manage and direct the work of the PA to the director of corporate dervices in her absence.

KEY RELATIONSHIPS
Director of corporate services, Chairman of the Board of Directors (and Council of Governors), Chief Executive, PA to the Director of Corporate Services, Board members, (and governors).
COMMITTEES SUPPORTED

· Board of directors

· Audit committee

· Clinical governance committee

· Service development committee

· Remuneration committee

· Senior management group

· Charitable funds committee

· Annual general meeting

· To provide cover for the governance manager supporting the risk compliance assurance group

· Council of governors (post NHS foundation trust authorisation).

London Ambulance Service NHS Trust

Person Specification

POST: Committee secretary

BAND: 7

	REQUIREMENTS
	E/D*
	KSF 
	MET


	NOT

MET



	QUALIFICATIONS/SPECIAL TRAINING:
	
	
	
	

	1st degree or equivalent  A
	E
	E
	
	

	ICSA /relevant professional qualification/postgraduate diploma or demonstrable experience in a similar role A
	E
	E
	
	

	Evidence of continuing professional development in the company secretary or corporate governance field  A, I
	E
	E
	
	

	KNOWLEDGE/SKILLS:
	
	
	
	

	Ability to work on your own initiative and anticipate the needs of committee chairs and senior colleagues in preparing for meetings A, I, T
	E
	E
	
	

	Demonstrable previous experience in committee administration A, I, T
	E
	E
	
	

	Proven ability to take accurate and relevant minutes and to manage agendas; A, I
	E
	E
	
	

	Proven ability to engender co-operation from senior colleagues for the timely production of committee papers A, I
	E
	E
	
	

	Ability to think and plan strategically, tactically and creatively, and to accurately reflect this in the minutes and in setting the agenda A, I
	E
	E
	
	

	A strong sense of personal and team accountability coupled to a clear understanding of the boundaries around delegated authority; A
	E
	E
	
	

	Ability to communicate constructively with internal and external stakeholders A, I, T
	E
	E
	
	

	Ability to collaborate constructively with internal and external partners to create the conditions for successful partnership working; A, I
	E
	E
	
	

	Advanced keyboard skills as the post holder will be required to type quickly, to format and process documents and presentations to support committee business A, T
	E
	E
	
	

	EXPERIENCE:
	
	
	
	

	A minimum of 2 years demonstrable experience in a similar role A
	E
	E
	
	

	Well developed influencing skills with the ability to enthuse, motivate and involve individuals and teams, and have them understand the Trust’s and your performance expectations; I
	E
	E
	
	

	Ability to be intellectually flexible and to look beyond existing structures, ways of working, boundaries and organisations to produce more effective and innovative performance and partnerships; A, I, T
	E
	E
	
	

	Sound political judgement and astuteness in understanding and working with complex policy, and diverse interest groups, and common sense in knowing when to brief “up the line”; A
	D
	D
	
	

	A commitment to improving patient services through an ability to sustain a clear performance focus on achieving demanding goals A
	E
	E
	
	

	Staff management experience A
	D
	D
	
	

	PERSONAL REQUIREMENTS:
	
	
	
	

	Remain calm in a busy environment  A, I      
	E
	E
	
	

	Flexible approach to work A
	E
	E
	
	

	Ability to work as part of multidisciplinary team A,I
	E
	E
	
	

	Excellent inter-personal and communication skills A, I
	E
	E
	
	

	High level of work organisation, self-motivation, drive for performance and improvement, and flexibility in approach and attitude; A, T
	E
	E
	
	

	Strong sense of commitment to openness, honesty and integrity in undertaking the role. A
	E
	E
	
	

	OTHER REQUIREMENTS:
	
	
	
	

	Willing to undertake further training as necessary A, I
	E
	E
	
	

	Ability to deal with difficult situations in a  sympathetic and professional manner A, I
	E
	E
	
	

	Prolonged VDU use A
	E
	E
	
	


Sandra Adams

Director of Corporate Services

18th August 2009 
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