
 
Steamship Shieldhall – Honorary Secretary to the Board of Trustees 

SS Shieldhall is the country’s last steam powered cargo and passenger ship and the largest 
operational steamship in the UK, taking passengers on board for a unique programme of steam-
powered excursions and provides a venue for events to promote maritime interests. Shieldhall is 
unique and as a member of the National Historic Fleet is acknowledged as being of pre-eminent 
significance, providing an insight into the UK’s maritime history and technology, thereby meriting the 
highest priority for long-term preservation. SS Shieldhall is owned by Solent Steam Packet Limited (a 
Community Benefit Society) who has delegated all responsibilities for fundraising and operating the 
ship to Steamship Shieldhall Charity. 

Steamship Shieldhall Charity objects are: 
• To conserve, maintain, operate and exhibit for the public benefit the Steamship Shieldhall.,  
• To advance the education of the public in all aspects of British maritime heritage and particularly 

steam-powered ships and heritage vessels of historic and technical interest, in particular by 
providing trips, activities, opportunities, events and training days for schools, colleges, uniformed 
youth organisations, special interest groups, other educational organisations of all types and the 
general public, alongside and at sea. 

The Board of Trustees are seeking interest in the position: “Honorary Secretary”.  

Role Summary  
As a Trustee of the Charity, together with the Chairman, organise meetings and ensure the general 
smooth running of the Charity.  As a member of the Executive Committee of Solent Steam Packet 
Limited, provide similar administrative support to the Committee.  The Secretary makes sure that the 
reporting  requirements of Companies House, the Charity Commission and the Financial Conduct 
Authority have been fulfilled. Supports the Charity and its subsidiaries in their governance and 
assurance responsibilities for filing reports to the Charity Commission,  Companies House and the 
Financial Conduct Authority.  

In line with all other roles within the Charity, the position is voluntary and attracts no remuneration. 

Key Responsibilities/Deliverables  
• Ensure that all meetings and events are properly planned and administered.  
• Accurately record decisions and actions in the minutes and report to the next meeting on the 

progress of actions and the result of decisions.  
• Ensure accurate and up-to-date membership and shareholder records are maintained, with 

records on renewal notices and membership fees.  
• Deal with correspondence, writing letters/emails as agreed at committee and Board meetings, 

summarising correspondence/emails and drafting replies as appropriate.  
• Ensure necessary reporting is undertaken, e.g. the annual report to members.  
• Ensure that committee meetings and the AGM are run according to the Charity’s constitution, 

Charity Commission, and Companies House requirements.  
• Support the Honorary Treasurer providing assurance there is sound financial management of 

the Charity, and its subsidiaries, and lottery income.  
• Negotiates and manages all insurances for the organisation  
• Maintain and update when necessary the Constitution and Rules of the organisation, 
• Responsible for the organisation’s Administration Manual 

Personal Qualities  
Demonstrate tact, diplomacy and powers of persuasion with good communication, organisation 
and presentation skills.  

---------------- 

For further details please and an expression of interest in this role, please contact by email: 
chairman@ss-shieldhall.co.uk 


