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Role Description

	Title
	Volunteer Executive Assistant 

	Accountable to
	Artistic Director/CEO

	Hours
	Approximately 2hrs per week. In practice, there may be some weeks (especially outside of term time) where fewer hours are required and other weeks (for example before and after quarterly board meetings) where more hours may be necessary. 

	Location
	Working from home & Belgrade Theatre, Coventry

	
	This role is voluntary, starting as soon as possible, and will be reviewed in January 2027. 



This role is an excellent opportunity for someone looking to develop their knowledge of the arts industry and learn about the inner workings of a charity. 

Role Purpose

· To support the Artistic Director/CEO and Chair of Trustees with the administrative work of Underground Lights, including board meetings, communications, and specific projects. 

Responsibilities

· Organise Trustee meetings and keep accurate minutes and records so that Underground Lights can run efficiently and legally so members and staff get the best possible experience.
· Record minutes of trustee meetings clearly showing decisions and action points
· Agree dates for Trustee meetings with the board.
· Working with the Chair to produce an agenda with appropriate documents to be published no later than a week before the meeting.

· To support the Artistic Director/CEO with administrative tasks including: 
·      Marketing and communications work (possibly including supporting the production of blogs for the website, Mailchimp mailouts, etc. Training to be provided). 


What would your commitment be?

· We anticipate this role will require approximately 2 hours per week. With the exception of Board meetings, these can generally be worked flexibly to suit other commitments. 
· Board meetings are held in January, March, July and October (currently at the Belgrade Theatre, 6.30pm – 8.30pm on a Thursday). 
· In practice, there may be some weeks (especially outside of term time) where fewer than 4 hours are required and other weeks (for example before and after quarterly board meetings) where more hours may be necessary. 
· To perform the volunteering role set out above to the best of your ability. 
· To follow the organisation’s procedures and standards, including health and safety, equal opportunities in relation to its staff, volunteers and members;
· To maintain the confidential information of the organisation and of its members in line with GDPR regulations;
· To meet time commitments and standards agreed to and to give reasonable notice so other arrangements can be made when this is not possible;
· To provide two referees who may be contacted, and to agree to a DBS (criminal records check) being carried out where necessary.

What sort of person are we looking for?

· The ability to commit to up to 2 hours a week
· Strong administrative skills – someone who is competent using email and     Word     . 
· Someone who is organised, reliable, able to plan ahead and good with diary planning. 
· Someone who is looking to develop their knowledge of the arts industry and learn about the inner workings of a charity. 
· Someone who has an eye for detail. 
· Someone who is unafraid to ask for help - we all make mistakes and find things difficult.
· Someone who can keep things confidential – we want to be a very open organisation, but sometimes some of the things discussed will be confidential 
· Someone who has personal experience of mental health issues and/or homelessness (although not essential for this role).
What support would there be in the role?
· The Artistic Director/CEO and Chair of Trustees would support you in the role and provide training. 
· We will work with you to identify your areas of interest and provide further training and opportunities for development as needed. 
· We will provide you with an email address eg. ‘admin@undergroundlights.org’ to enable you to fulfil your duties. 

To apply:  
Please complete our Volunteer Application Form. Or speak to Beth (beth.fiducia-brookes     @undergroundlights.org) for an informal chat about how to apply, or if you have any questions. Thank you! 
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