
 

Page 1 of 3 

Board Member Job Description 

Arts & Business Scotland (A&BS) is a Company Limited by Guarantee with charitable status.   

All members of the board – Directors under company law and Trustees under charity law – must also 
be members of the company from whose number they are elected.  The current Board comprise all 
the members of the company.  Members of the Company are entitled to attend and vote at General 
Meetings.  The Directors of the Company have certain legal, financial and fiduciary duties under 
company law and the Trustees must also comply with charity law.  The full legal framework for 
Directors is described in the Articles of Association, and Directors are expected to be familiar with this 
document. 

Even though many of these duties are delegated to staff, and the Board must make clear decisions 
about such delegation; the ultimate responsibility for every aspect of A&BS’s operation lies with the 
Board.  It is therefore important that all board members ensure that they understand the history of the 
organisation and its current situation, and keep abreast of other issues that might affect the company.  
This role specification is intended to act as a checklist of these responsibilities and to define any other 
duties expected of members of the Board.   

Personal Attributes of Board Members: 

• An enthusiasm for the work of A&BS, and a commitment to be well informed about its work. 

• A commitment to carry out the duties of a Board Member.  

• The ability to work as a member of a team, and a willingness to state personal convictions and, 
equally, to accept a majority decision whatever one’s personal view of the matter.  

• A preparedness to offer personal and business skills and experience to support the work of the 
staff when required.  

• A willingness to act as a champion for the organisation.  

• The ability to treat sensitive information confidentially.  

Duties and Responsibilities  

Legal and Financial Duties  

• To ensure that A&BS operates in a manner that is consistent with its objects as set out in its 
Articles of Association. 

• To ensure that A&BS operates in accordance with Company and Charity Law.  This includes the 
filing of statutory returns at Companies House, returns to the Office of the Scottish Charity 
Regulator (OSCR) and the keeping of Company Registers.  

• To ensure the prudent financial management of A&BS.  To exercise financial control; to scrutinise 
quarterly statements of the financial position; to discuss and decide on annual budgets and to 
review and, if required, revise those budgets.  To approve the financial regulations.  

• To ensure A&BS keeps proper accounts and that audited accounts are produced annually and 
submitted to Companies House and funding bodies.  
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• To ensure the payment of all taxes due to the Inland Revenue.  

• To appoint bankers and cheque signatories and to make clear decisions about staff spending 
powers.  

• To ensure that A&BS's assets are safeguarded and are well managed and maintained.  

• To ensure that A&BS is properly insured.  

Employment and Personnel Duties  

• To appoint the Chief Executive to manage A&BS and to deliver the policies as defined by the 
Board.  

• To define A&BS's employment policies, including equal opportunities, recruitment, pay, grievance 
and disciplinary, appraisal, sickness, expenses, holidays and training.  

• To approve the staffing structure, and terms and conditions for staff, and to review levels of pay 
annually.  

• The Chair of the Board, or an appointed deputy, should act as line manager for the Chief Executive 
in terms of support and appraisal and grievance and disciplinary procedures.  

• To ensure the safe and efficient use of premises for both staff and the public.  

Policy and Planning  

• The Board defines A&BS’s policies, sets policy priorities and determines strategies for the 
implementation of the policies.  In particular, the Board should discuss and decide on A&BS's 
corporate plan.  All members of the Board should be familiar with and have a good understanding 
of all policy documents.  

• The Board should monitor all aspects of service delivery and policy implementation on a regular 
basis.  

• The Board should review all areas of policy and policy implementation documents annually and 
make appropriate revisions. 

Programme of activities  

• To approve the organisation’s programme of activities, being satisfied that policy and other agreed 
priorities, as well as financial projections, will be met.  

• To monitor the organisation’s programme of activities.  

Advocacy  

• To promote A&BS, its activities and its needs to the private, public and voluntary sectors so as to 
enhance the company’s profile and assist with fundraising for the company.   

• To act as a listening post in order to provide any information that may be of assistance to the 
Company.  

• To act as an enthusiastic ambassador for the company at all times.  
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Management  

• To establish a cycle of meetings with appropriate papers to service the Board efficiently.  

• To establish a system of communications and delegated decision making so that urgent decisions 
can be made and acted upon between board meetings.  

• To appoint additional board members with specialist knowledge and skills as required.  

• To establish fixed term working parties on specific issues if required.  

Attendance and Availability  

• At the quarterly board meetings, and any ad hoc meetings as required.  Board membership will be 
reviewed if board members fail to attend more than half of the board meetings in any one year. 

• At key events run by the organisation where possible. 

• At working party meetings if a member.  

• To provide advice and support to the senior staff, either by telephone or in person, if required.   


