Secretary Trustee – Bath Gateway Out and About
Available Hybrid 0–5 hours / month 1–3 hours / week
Bath Gateway Out and About is seeking a committed and organised Secretary Trustee to support good governance, strengthen board effectiveness and help shape inclusive social opportunities for adults with learning disabilities. This is a key role within a friendly, collaborative board, ideal for someone who values structure, clarity and community impact.
At a glance
Where Hybrid Bath BA1 /BA2
Time commitment 0–5 hours / month 1–3 hours / week Should ideally be locally based and able to attend face‑to‑face meetings in Bath approximately every six weeks. Trustees benefit from being connected to the local community and able to engage directly with the charity.
Deadline 31st October 2026
Skills Governance Administration Minute‑taking Organisational planning Safeguarding Volunteer management Legal / compliance Communication
About Bath Gateway Out and About
We provide age‑appropriate weekly social and leisure activities for adults with learning disabilities, physical disabilities and complex needs. Our clubs help reduce isolation, build confidence, support independence and create meaningful opportunities for friendship and community participation.
Learning disabilities / difficulties Local / community +5 more
What will you be doing?
Bath Gateway Out & About is seeking a Secretary Trustee to join our committed and friendly board. This role is central to ensuring smooth governance, clear communication and effective board functioning.
As Secretary Trustee, you will:
1. Plan and prepare agendas for bi‑monthly committee meetings in collaboration with the Chair
1. Circulate papers and ensure trustees have the information they need ahead of meetings
1. Take accurate, clear minutes and record decisions, actions and follow‑ups
1. Maintain governance records, policies and key documents
1. Support compliance with charity governance requirements
1. Help ensure meetings run efficiently and that actions are tracked and completed
1. Contribute to strategic discussions and decision‑making as a full member of the board
1. Support the charity’s wider development, depending on your interests and experience
This is an opportunity to play a vital role in the charity’s governance while also helping shape its future direction. You will be part of a small but impactful organisation where your contribution will be visible, valued and directly connected to improving opportunities for adults with learning disabilities.
What are we looking for?
We are looking for someone who:
1. Is organised, reliable and comfortable managing documents, agendas and minutes
1. Can communicate clearly and professionally
1. Is able to support good governance and help keep meetings structured and purposeful
1. Shares our commitment to inclusion and improving opportunities for adults with learning disabilities
1. Can think strategically and contribute thoughtfully to board discussions
1. Brings a collaborative, supportive and constructive approach
We welcome applications from people with a broad range of backgrounds. Experience in governance, administration or committee support would be helpful, but not essential. Lived experience of learning disability—personally, as a family member, carer or advocate—would be particularly valued.
You do not need previous trustee experience. We value commitment, perspective and potential as much as formal board experience.
What difference will you make?
As Secretary Trustee, you will strengthen the board’s ability to make informed decisions, maintain good governance and support the charity’s long‑term sustainability.
Your contribution will help us:
1. Run effective, well‑structured meetings
1. Maintain clear records and accountability
1. Plan strategically for growth and future development
1. Continue providing inclusive social opportunities that reduce isolation and build confidence
1. Ensure the charity remains resilient, responsive and ambitious
Your involvement will directly support adults with learning disabilities to access meaningful community opportunities, build friendships and develop independence. By joining the board, you will help shape the future of a valued local charity with a clear social purpose.



