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Appointment of Board Secretary & Company Secretary
(Clerk to the Board of Trustees)
Introduction
University of Sunderland Students’ Union is seeking to appoint an independent Board Secretary and Company Secretary to support the effective governance, compliance and assurance of the organisation. While prior students’ union experience is not essential, tenderers must demonstrate an understanding of the distinctive governance and democratic context in which students’ unions operate. 
The appointment is offered on a contract for services basis.

Scope of Services
The role will provide support solely to the Board of Trustees, including:
· Attendance at all scheduled Board of Trustees meetings
· Preparation of agendas in consultation with the Chair and Chief Executive
· Procedural and governance advice during Board meetings
· Production of clear, accurate, decision-focused minutes
· Maintenance of Board action logs, decisions registers and governance calendars
Committee support is explicitly out of scope for this role.

Company Secretary Duties
The successful tenderer will formally act as Company Secretary and be responsible for:
· Ensuring compliance with charity law and regulatory requirements
· Maintaining statutory registers and records
· Managing Companies House and Charity Commission filings
· Advising trustees on duties, conflicts of interest and governance risk
· Liaise with key staff with governance responsibilities
· Supporting constitutional and governance changes
· Ensuring Board decisions are lawful, properly recorded and implemented

Relationship Boundaries
The Board Secretary & Company Secretary will:
· Be independent of the executive
· Be accountable to the Board of Trustees
· Support the CEO and operational governance staff with board business
· Not hold operational responsibility
· Not provide committee clerking or operational support

Person Specification
Essential
· Proven experience acting as Company Secretary in a charity or regulated organisation
· Experience supporting trustee-level Boards
· Strong knowledge of charity law, trustee duties and governance best practice
· Ability to produce high-quality, decision-focused minutes
· Professional independence, discretion and sound judgement

Desirable
· Experience working with a students’ union or democratic membership organisation
· CGI / ICSA or equivalent governance qualification
· Experience supporting organisations through change or transition



Procurement Instructions
Submission
Tenderers are invited to submit a written proposal setting out how they will deliver the requirements of this Invitation to Tender.
Submissions must be provided electronically in Word or PDF format and should include:
· Organisational profile or individual CV
· Relevant experience, including acting as Company Secretary
· Proposed approach to delivering the role (maximum 2 pages)
· Availability and capacity
· Pricing structure, including any additional or optional costs
· Details of two governance-related referees

Submissions should be sent to: yoursugovernance@sunderland.ac.uk 
Clarification questions can be submitted until Friday 13th February, all tenderers will receive a copy of the responses to any clarification questions submitted. 

Procurement Timetable
The indicative timetable for this procurement is set out below. University of Sunderland Students’ Union reserves the right to amend this timetable at its discretion.
· ITT issued: w/c Monday 2 February 2026
· Deadline for clarification questions: Friday 13 February 2026
· Submission deadline: Friday 20 February 2026 (12:00 noon)
· Shortlisting and evaluation: w/c Monday 23 February 2026
· Interview invitations issued: Monday 2 March 2026
· Interviews: Monday 9 March 2026
· Appointment confirmed: By Friday 13 March 2026





Evaluation Criteria
Tenders will be evaluated against the following criteria:
· Company Secretary and governance experience – 40%
· Quality of proposed approach – 25%
· Charity governance and compliance knowledge – 20%
· Understanding of students’ unions and democratic governance – 10%
· Value for money – 5%

All costs incurred in preparing and submitting a tender shall be borne by the tenderer.
Tenderers must declare any actual or potential conflicts of interest.
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