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Vision 

A world free from the exploitation of women. 

Purpose  

Increase the life-chances, choices and wellbeing of women caught up in prostitution, 

affected by or at risk of sexual exploitation in Coventry. 

Mission  

To support and collaborate with women, focusing on three areas: 

• Safety: minimising harm for those most at risk 

• Stability: addressing individual needs and barriers (such as housing, healthcare, 

substance misuse interventions) 

• Self-belief: supporting women to develop skills and the confidence to make their own 

choices for the future 

History 

Kairos WWT was set up in April 1999 to reach out to a group of women that were perceived 

to be marginalised and vulnerable; women that were caught up in street prostitution. It was 

recognised that there were many complex issues that bound the women to sex work and 

that there was a clear need for a dedicated project that could build relationships with these 

women and broker the provision of mainstream services that the women all too often were 

disengaged from. 

In the formative days, Kairos WWT was run by a small team of volunteers and based on the 

work of Anawim, a Birmingham based project. Street Outreach was the first service offered 

and through this initiative the trust of the women was gained and relationships formed. Over 

the years, and in line with the women’s wishes, the project developed, gaining Charity status 

in 2002 and opening an Evening Drop In, a day session and undertaking key one to one/ 

advocacy work. 

Kairos WWT now employs a team of 4 staff to undertake the work and is supported by a 

team of 25 volunteers. On average, the project engages with 40 service-users each month. 

The organisation has made links with other agencies in the city to mutually support their 

work and now offers a wide range of services to engage with women at every step of their 

journey. In 2012, Kairos WWT expanded its mission by developing a prevention strand of our 

strategy, called ‘Feeling Safe’. 

Finding routes out of prostitution can be a difficult and lengthy process. Research 

undertaken by the Home Office and reported in ‘A Co-ordinated Prostitution Strategy and a 

Summary of Responses to Paying the Price’(2006), highlights the indispensable role that 

dedicated projects play in building relationships with sex workers, brokering the provision of 

mainstream services and improving access to drug treatment, accommodation and health 

care. Without the work undertaken by KairosWWT many of the needs of the women caught 

up in street prostitution within the city, would go unmet, exacerbating the myriad of existing 

issues. 
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Kairos Women Working Together (KairosWWT) are seeking a Secretary to join our friendly 

and committed board of trustees.  

The role of Secretary is to support the Chair by ensuring the board of trustees conducts itself 

professionally and effectively in providing sound governance of the charity. It is primarily an 

administrative role that involves organising the agenda for trustee meetings, taking minutes 

and ensuring all relevant compliance information is accurately maintained and action points 

are followed up.  

By joining our board you will get to support the strategic development of the organisation as 

it serves vulnerable women in Coventry. You will also get a great insight into the workings of 

a grassroots, frontline organisation making a vital difference in the lives of some of 

Coventry's most vulnerable women.  

This is a fantastic opportunity to join a small, but professional and committed board of 

trustees. 

Role responsibilities 

In addition to the general responsibilities of a Trustee, duties of the Secretary are as follows: 

 Preparing agendas in consultation with the Chair and Chief Executive, and circulating 

them and any supporting papers in good time 

 Making all the arrangements for meetings (booking the room, arranging for 

equipment and refreshments, organising facilities for those with special needs, etc) 

 Receiving agenda items from other Trustees / employees 

 Checking that a quorum is present 

 Taking minutes and circulating draft minutes to all Trustees 

 Ensuring that the minutes are signed by the Chair once they have been approved 

 Checking that Trustees and employees have carried out actions agreed at a previous 

meeting 

 Circulating agendas and minutes of the annual general meeting and any special or 

extraordinary general meetings (where required) 

 Fulfilling the functions of a Company Secretary 

 Sitting on appraisal, recruitment and disciplinary panels as required  

Person Specification  

In addition to the person specification for a Trustee, the Secretary should have the following 

qualities. 

 Organisational ability  

 Knowledge or experience of business and committee procedures  

 Minute-taking experience 

 Knowledge of company secretariat, company / charity law would be desirable  
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Time Commitment 

Trustees meet every other month in Coventry or Leamington, with occasional additional 

meetings via phone/Skype.  The secretary will also need to be available to carry out 

administrative duties between board meetings. 

How to Apply 

Please send a copy of your CV and a covering letter totalling no more than 500 words 

detailing why you are interested in this role and what relevant skills and experience you 

bring. Send your application to Michelle, Acting Chair of Trustees, via Reach. 

 

Please email applications to trusteeworks@reachvolunteering.org.uk 

 

 

 

"Thank you for your kind words and your time. I appreciate it so 

much and I know that with your support I can face this head on. You 

empowered me and helped me to be strong." 

mailto:trusteeworks@reachvolunteering.org.uk

