
CLERK TO 
THE TRUSTEES



ABOUT US

Thank you for taking the time to find out about our current vacancy.

It is great to know you are interested in working for the Bone Cancer Research Trust (BCRT). 
Included in this pack is a little background information about the organisation along with details 
of the job role. BCRT currently employs 22 members of staff, and we have a voluntary Trustee 
board of 12, based across the UK.
 
Our charity started in 2004, when a group of families who had lost children and young people to 
primary bone cancer (PBC) came together. They wanted to tackle head-on the fact that there was 
virtually no accessible bone cancer information, and practically no funding for research into this 
disease. In 2006, they registered the Bone Cancer Research Trust. Since then, we have become 
the leading charity dedicated to fighting primary bone cancer.
 
We are incredibly lucky to have a very active and highly engaged primary bone cancer 
community. Through their support, we have significantly increased our income from c£680k in 
2015 to over £3m in 2021. This increase in funds has enabled us to fund more pioneering primary 
bone cancer research than any other organisation in the UK. And whilst our research is finding 
the cures of the future, our dedicated Support & Information Service is available for all patients 
and their families now, offering expert advice and support through treatment and beyond. And 
our awareness campaigns continue to raise the profile of PBC amongst the public and healthcare 
professionals throughout the UK and worldwide to improve disease understanding and speed of 
diagnosis.
 
It is a truly exciting time to be joining our award-winning team. We are currently developing 
our next strategic plan to take us to 2033 and you will play a pivotal role in its delivery. Directly 
informed by our supporters and stakeholders, our future ambitions will continue to drive 
improvements in patient survival and ensure patients are supported to find their ‘new normal’ 
after treatment.
 
If you are excited about joining our team, please read through this job pack to see if you have the 
right skills we are looking for.
 
We look forward to hearing from you.
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ABOUT THE ROLE
The Bone Cancer Research Trust (BCRT) is governed by  
12 Trustees (the Board), who work on a voluntary basis to  
ensure that the charity is run effectively and is meeting its 
charitable objectives. 

This is an exciting opportunity to join our pioneering charity as 
our next Clerk to the Trustees. You will provide administrative 
support to the Board to support the smooth running of Board 
meetings and to ensure that appropriate governance records  
are kept. You will be enthusiastic and a well-organised individual. 

The role will suit you if you….
• Are passionate about supporting the primary bone cancer 

community

• Have good attention to detail

• Have experience in the use of technology, including email,  
Microsoft Word and Excel

• Are able to work as part of a team and have good verbal and 
written communication skills

• Are able to work flexibly, responding to the needs of the Board 
as they arise

• Are able to work appropriately with confidential information
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WHAT YOU CAN 
EXPECT FROM US 
• Training and support in all aspects of the role

• A supportive environment in which to develop your skills

• Travel expenses paid for in person meetings  
(in line with BCRT’s expenses policy)

• Being part of a dedicated and enthusiastic team



ROLE DETAILS

Job title: Clerk to the Trustees

Responsible to: Chair of Trustees

Line management: None

Role type: Voluntary

Frequency  
& location: 

The full Board typically meets 4 times a year (usually 
on a Saturday), however additional meetings may 
be scheduled as required. The workload is variable 
throughout the year, depending on the point in the 
meeting cycle. At present, meetings are taking place via 
Zoom, but it is anticipated that at least some meetings 
will be held in person in the future. These are typically 
held in either Birmingham or Leeds, although this may 
be subject to change.
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KEY RESPONSIBILITIES
The Clerk to the Trustees will work closely with the Board of Trustees (and in 
particular the Chair of Trustees) to:

• Draft agendas (in conjunction with the Chair of Trustees and the CEO) for full 
Board meetings 

• Make arrangements for Board meetings (either in person or via Zoom), 
including organising venues for in-person meetings, arranging refreshments and 
communicating details to all attendees

• Take complete and accurate sets of minutes of all full trustee meetings

• Arrange email votes as appropriate

• Be responsible for maintaining trustee records with the Charity Commission 

• Maintain the register of interests

• Advise the Chair and Board on charity matters as required

• Organise training for trustees as required

• Manage the recruitment process for new trustees

• Manage the trustee induction process

ROLE REQUIREMENTS
• Applicants must have access to a computer and the internet

• Applicants must be over the age of 18

• Knowledge of some medical / scientific terminology may be beneficial but is not 
necessary. 

• Previous experience in a similar role would also be beneficial.
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ORGANISATION CHART
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Trustees

HOW TO APPLY
Please complete the Volunteer Application Form and send it to: 
liz.eatock@bcrt.org.uk

Shortlisted candidates will be invited to an informal interview. 

If you would like more information or to discuss the role further,  
please contact Liz via email to arrange a convenient time for a chat. 

 

      Closing date: Feb 27th 2022


