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Welcome Letter 

Dear Applicant 

We would like to thank you for your interest in becoming our new Chair at Citizens 

Advice Teignbridge.   We have a cohesive and supportive Board of Trustees who work 

well together.  I will be stepping down from my role later this year but staying on as a 

Trustee so will be able to support the new Chair.   

Our aims and objectives over the next few years are: 

• To maintain our core funding 

• To maintain or replace project specific funding 

• To look at new opportunities to secure additional funding  

• To develop and improve service delivery 

Please take a look at our new website for further information or you can speak to our 

Recruitment Partner, Jackie Dawkins.   

In this document you will find:  

1. The Advertisement 

2. Some information about our Charity 

3. Organisational Structure 

4. Chair Role Profile 

5. Person Specification 

6. Some additional information about our Board 

7. Details about the application process 

 

If you feel that this role is for you, we are eager to hear from you. 

Applications can be made by sending a current CV to our recruitment partner, Jackie 

Dawkins of Shine Charity Recruitment (Jackie@shinecharityrecruitment.co.uk). Please 

include a covering letter, which demonstrates your suitability. 

Yours faithfully 
 

Andrew 
 

Andrew Wilson 

Chair of Trustees 

mailto:Jackie@shinecharityrecruitment.co.uk


 
 

      

Advert 

 
 
Established for 50 years, Citizens Advice Teignbridge provides free, confidential and 

impartial advice to people who most need it through our offices in Dawlish and 

Newton Abbot.  We have 13.5 FTE paid staff and approximately 70 volunteers.   During 

the 2021/2022 year we helped 6,884 clients with 18,757 issues.  Queries about benefits 

(40%), housing (10%), debt (7%), relationships and family (7%) account for over 60% of 

all enquiries, but also we helped with employment, consumer, health, immigration and 

financial capability and other matters. 

 

We are looking for an enthusiastic and committed individual to take over as Chair of 

the Board of Trustees for Citizens Advice Teignbridge from December 2022.  

 

This is an excellent opportunity for someone who is looking to: 

• Make a positive impact for the people of the Teignbridge area by ensuring the 

local Citizens Advice is sustainable and meets the needs of the local community; 

• Build effective relationships and partnerships with local public and private sector 

organisations, as well as Trustees, staff and supporters of Citizens Advice; 

• Build on your own governance, leadership and strategy skills. 

 

We are looking for an experienced Trustee with a good grasp of governance and who 

can demonstrate the ability to chair meetings in an inclusive and relaxed manner.  We 

need you to demonstrate professionalism, credibility and empathy as well as drive and 

energy.  If you would like to talk further about this opportunity, please contact Jackie 

Dawkins at Shine Charity Recruitment (jackie@shinecharityrecruitment.co.uk) 

 

Further information about the us and the role can be found in our Information Pack.  

mailto:jackie@shinecharityrecruitment.co.uk


 
 

      

 

About Citizens Advice Teignbridge 

 

SOME INTERESTING FACTS AND FIGURES 

 

• Established in 1972 

• We see around six to seven thousand people a year 

• We employ 13.5 FTE staff 

• We have two offices 

• We have a highly trained team of volunteers (approximately 70) who also deliver 

advice 

• We have seven Trustees currently – some of whom have been involved with 

Citizens Advice for many years. 

• Day to day operational management of the charity is delegated to our Chief 

Officer, Vincent Willson 

• Our two main sources of funding are from Devon County Council and 

Teignbridge District Council 

• We work hard to identify and secure funding from a range of other sources 

• Our total annual income averages around £300k per annum 

• We have strong reserves 

• We often work in collaboration with other Citizens Advice charities, sometimes 

taking the lead on joint regional projects e.g. Access to Justice 

 

 



 
 

      

ORGANISATIONAL STRUCTURE 

 
 
 



 
 

      

Chair Role Profile 
 

The principal responsibilities of the Chair of the Trustees include: 

• Working with fellow Trustees and the Chief Officer, to set policy and 

strategic direction for Citizens Advice Teignbridge (CAT) and ensuring 

overall performance is regularly reviewed and evaluated; 

• Ensuring the financial position of CAT is monitored effectively and 

regularly, so that it operates within its means and in line with overall 

budget parameters and targets set; 

• Ensuring a business plan for each year is established for CAT with realistic 

targets and performance indicators, reflecting local and national CA 

priorities;   

• Monitoring whether the service provided by CAT is complying with its 

governing document and meeting required standards;  

• Ensuring the views of the local community are sought in relation to the 

provision of advisory services and ensuring appropriate arrangements are 

in place to monitor how well the service meets the needs of the local 

community;  

• Planning the Board meetings, including dates and agenda with the Chief 

Officer and Company Secretary, ensuring meetings are held regularly 

throughout the year; 

• Facilitating the Trustee Board meetings by leading the meetings, ensuring 

all members contribute their views to agenda items as appropriate; 

• Ensuring that Board decisions are made within the remit of the Citizens 

Advice membership agreement, governing documents and policies; 

• Ensuring that decisions and actions taken at Board meetings are carried 

out; 

• Monitoring the attendance, contribution and commitment of all Board 

members, providing training and support as required for new and existing 

Trustees;  

• Ensuring appropriate plans are in place for the recruitment and induction 

of new trustees and a succession plan for key positions such as Treasurer 

and Company Secretary is established; 

• Working closely with the Chief Officer, to represent and act as an advocate 

for CAT in relationships with funders, external organisations and partners, 

and at local events in the community;  

• Working with fellow Trustees and the Chief Officer on specific projects to 

further the strategic priorities of Citizens Advice Teignbridge.  
 

 



 
 

      

WHAT WE ARE LOOKING FOR – PERSON SPECIFICATION 

To carry out the Chair’s role effectively, you will need to: 

• Understand the type of work undertaken by a local Citizens Advice 

Office; 

• Understand and accept the responsibilities and liabilities as trustees; 

• Be non-judgemental and respect values, views and cultures that may 

be different from your own;  

• Demonstrate effective leadership skills; 

• Have the ability to lead and facilitate meetings; 

• Possess good interpersonal skills; 

• Be able to exercise good independent judgement; 

• Have strong numeracy skills to understand accounts, with the support 

of the Treasurer; 

• Be willing to learn about and follow the Citizens Advice aims, principles 

and policies, including confidentiality and equality; 

• Be willing to undertaking training in the role.  

 

OTHER KEY INFORMATION ABOUT THE ROLE 

The Trustee Board normally meets in the mornings for approximately two hours 

around 8 times a year, in Newton Abbot. The Chair will also attend as required 

other committee or sub-group meetings of the Board (Teignbridge CA currently 

has a Strategic Development Group and a Compliance & Assessment Group 

which operate as sub-committees of the Board and which meet approximately 

every 8 weeks throughout the year).  

Meeting Dates for 2022 are 9th September and the 4th November (also our AGM). 

The Chair will also meet regularly with the Chief Officer, and other CA staff on an 

ad hoc basis, as well as attend other external meetings on an occasional basis. 

There is a lot of flexibility about how the role is carried out and the time spent 

on different activities.  

Travel expenses are reimbursed for all CA activities.  

 

 



 
 

      

Other Trustees 
 

• Andrew Wilson (Chair of Trustees) 

• Geoff Williams (Chair of Strategic Development Sub-Committee) 

• Martin Bullen (Treasurer) 

• Maureen Oakley (Chair of Compliance & Assessment Sub-Committee) 

• Helen Maclaine 

• Barry Dewhurst (Company Secretary) 

• Linda Randall (Retiring this year) 

 

 

Recruitment Process 
• Application by CV and Supporting Statement to Jackie Dawkins, Shine 

Charity Recruitment    

01884/841751 (jackie@shinecharityrecruitment.co.uk)   

• First interview with Jackie Dawkins 

• Informal meeting with the CEO 

• Interview with panel of Trustees 

• Attend Board Meeting as an observer  

• References - two references will be taken prior to appointment 

 


