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ABOUT US ABOUT THE ROLES
We are looking for three new Trustees. 

Two positions are specifically replacements of current roles; 

1. Treasurer (who must be a qualified accountant)
2. A Trustee to lead on Grant Applications.

These are to replace two Trustees who will have completed 5 years in March 2022, when they 
wish to step down. 

3. An additional Trustee, ideally with some retail background, to add to our compact and very 
active current Board, taking it from six to seven. 

We want people who can be passionate about Smart Works, what we do and want to help 
support women in their local community in a way that is tangible, focused and successful.  

You will bring your experience, your contacts and your energy to Smart Works Birmingham. The 
role will be varied and flexible and we are looking for someone who is able to give the time that 
is required. 

This is a hands on role. It will be hard work and demanding, but it will also be great fun and a 
rewarding opportunity to continue and build on the work of the earlier Trustees and staff. 

We do hold quarterly Board meetings, plus an annual strategy meeting, which all Trustees must 
attend. There will also be some work with our umbrella charity, Smart Works Charity, based in 
London with attendance at National conferences twice a year and the need to contribute and 
take part in some national events and strategy sessions.

In this document you will find an outline of the role of a Trustee of Smart Works Birmingham 
and the more specific detail of the two replacement roles of Trustee Treasurer and Grant 
Applications for Smart Works Birmingham. 

Smart Works Birmingham is part of Smart Works Charity, a dynamic, high profile and fast-
growing UK charity that dresses and coaches unemployed women in need for success at their job 
interview. 

We empower each woman by giving her the clothes and the confidence she needs to succeed. 
After visiting Smart Works, over 60% of our clients secure a job within a month, gaining financial 
independence and thus helping to transform their lives.

Smart Works started in London. We carefully built our understanding and expertise until we were 
ready to open in other locations. 

We are now operating in Birmingham, Manchester, Edinburgh,Newcastle, Reading and Leeds. It 
is our mission that any woman who needs our service should be able to find her way to a Smart 
Works centre.

Smart Works Birmingham opened in 2016 and moved to its current city centre base in 2018. We 
only employ two members of staff with the service being provided by unpaid volunteers. 

We are very proud of the fact that in our pre pandemic year up to March 2020 we saw 612 
women, a 147 % growth in the previous year. 63% of those women got the job within one month of 
seeing us and likely more within a longer timeframe. 

We have seen great success over the last few years at Smart Works Birmingham, and we are now 
looking to bring on three new Trustees to ensure succession planning. 
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Chairing Smart Works has been about getting involved, having fun and being rewarded by the 
success of our clients. This is a dynamic charity run by a great team, with a brave and imaginative 
board. Courage, sound judgement and a fierce determination have driven us to create the Smart 
Works that operates today, with eight centres, delivering our service and furthering our mission to 
help women succeed. It has been my privilege and joy to be a part of it.

Juliet Hughes-Hallett

“Becoming a trustee is one of the most 
rewarding things I have ever done. To be able 
to use life learnt skills to help other women 

get the job they want and working with 
amazing women to achieve this has been an 

inspiration.” 

 - Philippa, Chairwoman, Smart Works Birmingham
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ROLE 1: SMART WORKS BIRMINGHAM TREASURER 
REPORTING TO: CHAIRWOMAN, THE BOARD OF TRUSTEES & HQ CHARITY TEAM

Purpose of the role 

• Oversee the financial affairs of Smart Works Birmingham and ensure they are legal, 
constitutional and within accepted accounting practice.

• Ensure proper records are kept and that effective financial procedures are in place.
• Monitor and report on the financial health of the organisation.
• Oversee the production of necessary financial reports, returns, accounts and audits.

Main duties

• Ensure the Board fulfils all its financial responsibilities.
• Work closely with the Chairwoman keeping her up to date on all financial matters.
• Oversee and present budgets, internal management accounts and annual financial statements 

to the Board of Trustees, on a monthly/quarterly basis, so as to maintain a clear picture of the 
financial health of the organisation.

• Leading the Board’s duty to ensure that proper accounting records are kept, financial sources 
are properly controlled, invested and economically spent, in line with good governance, legal 
and regulatory requirements.

• Coordinate the financial liaison with the Smart Works HQ team, including attending 
conferences, liaising with the Treasurer and providing update reports.

• Oversee the implementation of and monitoring of the specific financial controls and adherence 
to systems, including management of the payroll.

• Ensure compliance with Inland Revenue and Customs and Excise (VAT) requirements as 
appropriate.

• Advise on the financial implications of Smart Works strategic plan.
• Ensure financial reports are comprehensible and properly discussed.
• Ensure financial reports are provided in the proper format and at the proper time, as required 

by other bodies in law.
• Liaise with auditors or independent examiners.
• Ensure the Board develops a long-term financial strategy for Smart Works with goals and 

objectives which can be monitored.
• Oversee the charity’s financial risk-management process.
• Contribute to the financial and fundraising strategy of the organisation as appropriate.

Key qualities 

• Qualified Accountant.
• Financial management experience and business-planning skills.
• Some experience of charity finance and fundraising an advantage.
• Hands on attitude with time to spare for this vital role in any charity.



ROLE 2: SMART WORKS BIRMINGHAM TRUSTEE GRANT APPLICATION LEAD 
REPORTING TO: CHAIRWOMAN & THE BOARD OF TRUSTEES 

Purpose of the role 

Investigate, oversee and plan the on-going suitable Grant applications to Trusts and other fund 
giving charities and organisation to meet the financial budget income required to run the charity 
year on year. This is an important role as 60-75 % of our income has historically come from 
Grant funding.

Main duties

• Make the above applications to meet the financial budget income required to run the charity 
year on year.

• Work closely with the chairwomen and Staff to complete applications in a timely and 
innovative way where necessary.

• Ensure proper records are kept and dates for any reporting back are met to comply with any 
Grant Award feedback reporting process.

• Attend grant and fundraising liaison meetings with HQ/Umbrella charity staff (mainly on Zoom 
now, but maybe in person occasionally) . 

• Advise on the Grant implications on Smart Works strategic plan.
• Update on progress of applications in brief written report prior to each quarterly Board 

meeting.
• Take the Lead on the Board for the main fundraising of the national Cycle for Smart Works 

challenge.

Key qualities 

• Ideally you will have experience and show a success rate in making charity Grant 
applications and other fundraising, but not essential if you have other sector grant application 
and fundraising experience.   

• Hands on attitude with time to spare for this vital role in any charity.
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ROLE 3: SMART WORKS BIRMINGHAM TRUSTEE WITH RETAIL BACKGROUND
REPORTING TO: CHAIRWOMAN & THE BOARD OF TRUSTEES 

Purpose of the role 

A General Trustee who can lead on our ‘Designer/ Vintage clothes sales’, which pre pandemic were a 
good source of revenue as well as raising awareness of our charity. The main sale is an annual event 
which has been held at a hosting Corporate office, with smaller specific targeted sales at other local 
venues, sometimes in conjunction with other events or on a University campus. Only donated clothes 
that are not suitable for interview dressings for our clients are sold or they are specific donations from 
retailers for the sale purpose.

Assist on maintaining/improving the client experience in our centre creating a dressing/styling ‘shop’ 
experience. 

Lead liaison with staff and local volunteers on behalf of the Board on all things clothes related.

Main duties

• Driving and arranging the clothes sales with a mix of corporate and retail supporters.
• Work closely with the chairwomen and Staff to complete tasks in a timely manner.
• Ensure proper records are kept and dates for any reporting back are met to comply with any 

Corporate/supporter /Board feedback reporting process.
• Attend liaison meetings with HQ/Umbrella charity staff Wardrobe Mistress (mainly on Zoom now, but 

maybe in person occasionally). 
• Build on the strong supportive retail support we get nationally via HQ to ensure good rapport and 

support with these retailers locally. 
• Update on progress of all things sales and clothing in brief written report prior to each quarterly Board 

meeting.

Key qualities 

• Ideally you will have women’s retail clothing background and experience, but other retail experience 
may be considered. 

• Hands on attitude with time to spare for this vital role in any charity.
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HOW TO APPLY

• To apply, please submit an up to date copy of your CV, along with a supporting statement that 
outlines your interest in the role of Trustee and your relevant skills and experience. 

• You should also provide the names, positions, organisations and contact details for two referees, one 
of whom should be your current or most recent employer. We will not approach referees without your 
prior permission.

• To register your interest and get an application form please contact Laura Dalby, Group Head of 
Regional Development (Laura.Dalby@smartworks.org.uk)

• Deadline for applications is midday on Friday 17 September 

We anticipate completing first-round interviews in late September, with final round interviews in 
October. 


