
 

 
Role description for Finance Trustee 
 
 
What does a Trustee do? 
The role of the Trustee is to be responsible for the governance and finances of the charity making 
sure that the charity’s resources are used effectively to achieve its aims.   
 
As Directors of Headway Cambridgeshire Ltd, Trustees have legal obligations to make sure that 
the organisation works within the law, and they must ensure that it is functioning as effectively as 
possible. They work with the Chief Executive to decide on the organisation’s short and long-term 
strategy, and they are involved in important decisions such as the appointment of senior staff. 
 
The senior managers at Headway Cambridgeshire are the Chief Executive, the Finance Manager, 
Fundraiser, Practical Therapies Co-ordinator and Advice and Learning Co-ordinator.  It is their role 
to manage the organisation in accordance with the strategy agreed with the Trustees.   
 
How do Trustees carry out that role? 
Trustees must make sure that they have all the information they need to lead the charity.  Most of 
this is provided by the Chief Executive, for the Trustee Board meetings, which take place every six 
to eight weeks.  At these meetings, the accounts and any other important matters are discussed 
and decisions made where necessary.   
 
If necessary, advice may be taken from other sources. Trustees are not expected to be experts in 
every area of Headway Cambridgeshire’s work, but they have a duty to obtain the information that 
will enable them to oversee it responsibly. 
 
Who are Headway Cambridgeshire’s Trustees? 
Our Board is very wide ranging, and we aim to have a spread of useful skills and experience. The 
Board currently has eight Trustees, but our Articles of Association allow for twelve.  In addition to 
members with a general background, we look to cover financial, human resources, clinical and 
legal skills.   We are also keen to have Trustees with first-hand experience of living with a brain 
injury and we currently have an ex client, plus a family member of an ex-client, on the Board.  This 
will ensure that those with a brain injury and their families will remain at the focus of all we do. 
 
Board meetings  
Ahead of the meeting Trustees are sent papers relating to that period, which include a service 
update and management accounts plus information on any other current issues. The Board 
meeting is attended by all Trustees, the CEO and other senior managers as necessary. The 
meetings are chaired by the Chair of the Trustees. Sometimes other staff members are invited to 
present papers at the meetings. It is expected that Trustees attend all the meetings, although it is 
recognised that on occasions this might not be possible due to holidays or work commitments. 
 
Other duties and expectations  
Trustees take on a wide range of other roles depending on their interests and expertise. Examples 
might be: 

 spending time reviewing a particular aspect of the organisation’s work 

 helping/advising the Chief Executive or other senior managers on HR matters 

 reviewing procedures/documentation 

 attending meetings with visitors or accompanying the Chief Executive to events 
 



 

Some Trustees have particular professional expertise - for instance clinical skills, legal, HR – and 
they are encouraged to use these skills to help guide Headway policy.  All Trustees are 
encouraged to do anything they can to publicise Headway and support its fundraising efforts. 
 
We are currently looking for a finance trustee, and in addition to the above normal trustee 
contribution, our requirements are as follows: 
 
Purpose of the role:  

 to ensure the financial affairs of the organisation are conducted within legal requirements, 
established accounting methods and good practice  

 in conjunction with the Finance & Corporate Manager to report to the board of trustees on 
all financial matters 

 in partnership with the Chief Executive and/or the Finance Manager, to ensure the 
financial viability and development of the organisation 

 
Main duties:  

 to ensure the board of trustees understands and fulfils its financial responsibilities  

 to support the CEO and Finance Manager  in developing a long-term financial strategy for 
the organisation with objectives which can be monitored 

 to support the CEO and Finance Manager in setting appropriate financial goals for the 
resources available to the organisation 

 
Working with the Finance Manager: 

 in conjunction with the Finance Manager, to keep committee members informed about the 
organisation’s finances at board meetings  

 to support the Finance Manager in ensuring compliance with Inland Revenue and 
Customs and Excise (VAT) requirements as appropriate  

 to support the Finance Manager in providing comprehensible financial reports, in the 
proper format and at the proper time  

 to recommend the appointment of auditors or independent examiners 

 to ensure that financial reports are filed in a timely fashion as required by other bodies in 
law  

 
Key qualities:  

 a knowledge of financial accounting and reporting procedures  

 ability to communicate financial information to those who may have little or no financial 
background   

 strategic financial planning skills  
 
In addition, all Trustees should aim to spend some time at a Headway hub and with other Headway 
staff, in order to develop a good understanding of the organisation and to support the staff. 
 
Trustees who have been in the post for at least 6 months may be asked to mentor new Trustees. 
 
Being a Trustee is not an overwhelming commitment and every effort will be made to 
accommodate a Trustee’s personal circumstances, but it is important that everyone is able to give 
enough time to maintain a good knowledge of Headway Cambridgeshire’s work. 
 
 
 
 

 
 


