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	Position
	Company Secretary (Voluntary, Job Share Opportunity)

	Reporting to
	WiN UK President

	Location
	Flexible



Please note that this is a voluntary post.
Please gain confirmation of your line manager support before applying.

About the Role
Join Women in Nuclear UK (WiN UK) at a pivotal moment as we transition to charity status. This voluntary role is a unique opportunity to shape governance, ensure compliance, and support our Board and Executive team in delivering our mission to promote gender balance and inclusion in the nuclear sector.

As Company Secretary, you will provide expert governance and regulatory support to the WiN UK Board and Executive team, ensuring that all statutory and legal obligations are met. You will also play a key role in implementing new governance arrangements as we evolve into a registered charity.


Main Responsibilities	
Governance & Compliance
·	Embed governance processes and procedures that align with the Articles of Association and statutory requirements.
·	Monitor compliance with charity and company legislation and advise on best practice.
·	Maintain statutory and regulatory records with Companies House, HMRC, and the Charity Commission.

Board & Committee Support
·	Prepare agendas, briefing papers, and reports for Board and Executive Committee meetings.
·	Ensure meetings are held in accordance with requirements, attend meetings and ensure accurate minute-taking.
·	Advise Trustees on governance matters, conflicts of interest, and procedural issues.

Trustee Management
·	Support recruitment, appointment, and induction of Trustees.
·	Implement governance-related policies and ensure consistent application.

Regulatory & Administrative Oversight
·	Prepare reports required by regulatory bodies.
·	Standardise record-keeping for historical, current, and future governance data.
·	Identify and implement appropriate insurance coverage as the organisation evolves.

Risk Management
·	Support the Board in identifying, assessing, and monitoring organisational risks.
·	Ensure risk management processes are documented and integrated into governance practices.

Strategic & Ad Hoc Support
·	Work closely with the Chair/President on governance, legal, and oversight projects.



Qualifications and Experience
We’re looking for someone who brings:
·	Experience in governance within a complex, multi-site organisation; non-profit sector/charity experience is an advantage.
·	Knowledge of company and charity law and regulatory frameworks.
·	Skills in stakeholder engagement, organisation, and administration.
·	Ability to work independently and collaboratively in a job share arrangement, handling confidential information with discretion.
·	Excellent written communication and attention to detail.


Commitment required
· This is a voluntary position requiring approximately 1–2 days per month, with flexibility to accommodate peak periods such as Board meetings and governance reviews.


Inclusion
WiN UK is an inclusive organisation. We don’t just accept difference—we celebrate it as a core value at the heart of our mission. We believe that an inclusive organisation is a successful and happy organisation. We therefore welcome applications from those in under-represented groups. We are committed to ensuring a fair and inclusive selection process for all applicants;  it is not a pre-requisite to identify as a woman! 

How to apply 
If you’re passionate about governance and want to make a difference in the non-profit sector, we’d love to hear from you. Please submit your CV and a short cover letter outlining your experience and interest in the role to recruitment@winuk.org.uk


Why join us?
· Be part of a mission-driven organisation making a real impact in the nuclear sector.
· Flexible working arrangements and a supportive job share structure.
·	 Opportunity to shape governance during a significant organisational transition.
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