
 

Trustee Job Description 
 
Somerset Community Foundation (SCF) is an award-winning charity that strengthens local 

communities, tackles disadvantage and transform people’s lives across Somerset. Since 2002 we 

have distributed over £5million in grants to local causes and built an endowment fund worth 

over £4million. We have played nationally significant roles through our Surviving Winter 

programme and our response to the 2014 floods.  

1. What it means to be a Trustee 

The Somerset Community Foundation is a registered charity. Our trustees are responsible for 

controlling its management and administration. However, the Foundation is also a company 

limited by guarantee, meaning that the trustees also act as company directors, managing the 

affairs of the organisation in accordance with company law. 

2. The Formal Duties and Responsibilities of Trustees 

The Foundation’s governing documents are its Memorandum and Articles of Association and 

they set out the formal duties and responsibilities of the trustees. Trustees should familiarise 

themselves with this document. In certain circumstances and where deemed necessary, 

trustees will be supported by a specific job role and description. 

 

The general duties, conferred on trustees by the Charity Commission and Companies House, are: 

a) to help protect the property and interests of the Foundation; 

b) to give time to the administration of the Foundation and take an active part in running it; 

c) to understand the purpose of the Foundation and the way it works; 

d) to be generally aware of the Foundation’s financial position; 

e) in the case of new trustees, to meet fellow trustees and to find out about the Foundation; 

f) to help ensure that all necessary statutory documents are returned to Companies House 

and the Charities Commission on time; 

g) to act reasonably and prudently in all matters; 

h) to avoid letting their personal prejudices affect their conduct as a trustee of the charity; 

 



3. Additional Duties and Responsibilities 

The following duties have been adopted by the Foundation to ensure that trustees can play a 

full and proper role in managing the organisation: 

a) act in the best interests of the Foundation at all times; 

b) never undermine in public the good name of the Foundation, the other trustees, the staff or 

volunteers; 

c) aim to achieve at least 75% attendance at Full Board meetings; 

d) join one or more of the sub-committees (currently ‘Finance and Governance’, ‘Marketing 

and Resources’, ‘Community Impact’, ‘Fund Development’ and ‘Investment’) according to 

the individual’s skills and experience; 

e) attend, as far as possible, the Foundation’s events, when invited to do so; 

f) actively help raise endowment funds by utilising personal and professional networks; 

g) actively promote the Foundation’s Friend’s scheme, particularly to personal contacts; 

h) actively encourage donors to take advantage of the Foundation’s grant administration 

service; 

i) actively promote the Foundation amongst potential grant beneficiaries; 

j) respect and observe all Foundation policies; 

k) respect and observe donor confidentiality where it is requested; 

l) actively encourage non-trustees with the right skills or experience to join the sub-

committees, working groups or grant panels; 

m) attend the Foundation’s trustee training and development events; 

n) recognise the role of the staff and understand the extent of the trustees’ powers to delegate 

to them; 

o) as far as possible, to be available to offer advice and support to other trustees and staff as 

well as for the purposes of carrying out day-to-day duties such as the signing of Foundation 

cheques; 

p) respond to all Foundation correspondence within fourteen days of receiving it, where 

practical; and 

q) make a financial contribution to the Foundation according to your means. 

 

 

 


