
Chairperson Job Description – Friends of The National Archives 
 
Friends of The National Archives (FTNA) is seeking to recruit a Chairperson to lead our 
Council and represent FTNA, and the interests of its members. 
The current Chairman is standing down and we envisage the new Chairperson will bring a 
fresh approach to the role. 
 
What will you be doing? 
The tasks of the Chairperson include but are not restricted to the following: 

• Chair meetings of Council and determine the resolution of those meetings. 

• Regularly review progress of the charity and trustee input and make any necessary 
recommendations to Council. 

• Plan Council’s meetings and sub-committees, including setting the agenda, making sure 
trustees have the information and time they need to explore key issues to reach well-
considered decisions. 

• Sign off annual Trustees’ Reports and the annual report to the Charity’s Commission, 
prepared by the Secretary. 

• Liaise with senior The National Archives (TNA) management. 

• Attend TNA Board annually, to represent the Charity, and report back to Council. 

• Act as Council’s liaison officer with the President, including appointment of the President 
in accordance with Council’s resolution, and induction of a new President. 

  
What are we looking for? 
The Chairperson should have several of the following attributes: 

• A good working knowledge of charitable organisations, potentially as a Chairperson or 
trustee in another charity. 

• An understanding of the legal duties, responsibilities, and liabilities of trusteeship, 
together with an understanding of the financial aspects of running a charity (preferably a 
CIO). 

• Strong leadership/ people management skills and the ability to lead a board and chair 
meetings effectively. 

• A willingness to devote the necessary time and commitments. 

• Strategic vision and a proactive forward thinker. 

• Good, independent judgment and the ability to think creatively in finding solutions. 

• The ability to articulate and communicate effectively, points of view, for the good of the 
Board and the Charity in general. 

• Enable Council to work as an effective team by developing strong working relationships 
between trustees and create a culture where differences are aired and resolved and act 
as arbiter in resolving any issues. 

• A thorough understanding of fund-raising best practices. 

• Although not mandatory, it would be beneficial to have a passion for history and interest 
in the conservation of historical documents. 
 

What difference will you make? 
The Board is seeking a Chairperson to provide inspirational leadership and build upon FTNA 
membership, as we move towards our goal of greater engagement with our members and 
funding for the benefit of the TNA and its future endeavours. 
 
What's in it for the volunteer? 
Opportunity to make a difference, alongside a small friendly and dedicated board of trustees. 
The challenge for FTNA is to expand the charity membership and raise much needed funds, 
together with raising awareness of our achievements to a wider audience. 
 


