
 

 

Job description 
 

Job Title: Company Secretary/PA to the Trustee Board 

Location: Sheffield 

Reporting to: Chair of Trustees/Deputy Chair of Trustees 
Salary: £25,000 pro-rata 

Hours: Flexible dependent on meeting dates and Trustee 
requirements – can be discussed further at interview (It is 
envisaged the role will be approximately 8 hours per week, 
averaged over a monthly cycle). 

Probationary Period: Six months 
Type: Permanent 

Description of Paces Sheffield: 
 

Paces Sheffield is presently a specialist centre and charity for children and adults with neurological 

conditions (mainly cerebral palsy). Paces delivers Conductive Education: a holistic package of support that 

aims to help individuals obtain the greatest level of independence through a range of supportive measures. 

Paces meets the physical and cognitive needs of individuals which are often not met holistically elsewhere. 

Paces Sheffield was established in 1995; the organisation was born out of the experiences of parenting 

pupils with physical disabilities and their related learning difficulties. 

Parents, employees, governors and trustees have overseen the growth of Paces as a charity. 

Paces School gained Non-Maintained Special School status in 2009 and were rated “Good” by Ofsted in 

2019. The school currently has 51 children from ages 3-18, and provides a personalised curriculum based on 

the National Curriculum through the framework of Conductive Education. 

Paces Adult Service is for adults with a range of conditions, mainly cerebral palsy. In order to help our 

adults live as independently as possible throughout their lives, our service teaches and promotes life skills 

alongside conductive education and offers a variety of fun and interesting activities to make sure our adults 

enjoy a fulfilled day. In addition to this, we also operate a Sessional Conductive Education Programme for 

individuals with Parkinson’s and individuals who have survived a stroke. 

Job Summary: 

Due to the growth of the charity, we now require a Company Secretary/PA to the Trustee Board to take on 
the administration duties required by the Trustees. This is a part time role, which will require flexibility in 
working hours. 

Role and Responsibilities: 

The post holder will undertake all tasks required within the remit of this role, including, but not limited to: 
 

▪ Providing all-round professional support, diary management, administration, and correspondence 
where necessary. 

▪ Organising and making arrangements that ensure the smooth running of any meetings, including 
accommodation/travel if needed. 

▪ Assisting the Trustees in the planning and distribution of information. 
▪ Scheduling and attending Trustee board meetings, AGM’s and sub-committee meetings. 
▪ Preparing and sending meeting packs, including agendas, and minutes of meetings. 
▪ Taking minutes of meetings. 
▪ Coordinate and follow up action points from meetings in good time. 
▪ Being the point of reference for all queries, requests or issues on behalf of the Trustee Board. 
▪ Management of sensitive documents ensuring they are filed/archived as appropriate. 
▪ Ensuring both hard copies and electronic copies of all minutes and statutory documents are kept 



 

confidentially. 
▪ Ensure compliance with statutory and regulatory obligations. 
▪ Filing of documents with Companies House/Charity Commission as needed and on time, including 

accounts, confirmation statement.  
▪ Updating details with Companies House/Charity Commission as needed and on time. 

 

PERSON SPECIFICATION 
 

 Essential Desirable 

Qualifications and Training • Previous experience as a PA/EA or 

similar role. 

• Experience in a Company 
Secretary role. 

Key Skills and Experience • Ability to work independently, make 

decisions within set parameters and 

handle deadlines under pressure. 

• Proficient in Microsoft Office, 

particularly Word and Outlook. 

• Minute-taking experience. 
• A keen eye for accuracy, delivering 

work to a consistently high standard. 

• Good verbal and written 
communication skills. 

 

Personal Qualities • Commitment to confidentiality. 
• Self-motivated, pro-active and able to 

work on own initiative. 

• A strong work ethic. 
• Excellent communication and 

organisational skills. 

• Excellent attention to detail and 
accuracy. 

• Be able to work effectively, either 
individually or as part of a team. 

• Friendly, helpful attitude. 
• Commitment to CPD. 

 

Work Circumstances: • Remote and in-person role. 

• Post is subject to a DBS 
enhanced disclosure and 
satisfactory references. 

• Flexibility required regarding hours of 

work. 

• Full clean driving license with 
business class 1 insurance. 

 

What Paces Offers: • Competitive salary. 

• Westfield Health membership. 
• 25 days holiday plus bank holidays 

(pro-rata for part-time employees). 
• Company pension. 

 

Paces Sheffield is committed to safeguarding and promoting the welfare of children and vulnerable adults. 
This post is subject to an Enhanced Disclosure Application to the Disclosure and Barring Service. 

 


