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Welcome from the Master

Dear Applicant
Thank you for expressing an interest in becoming the next Clerk to the Worshipful Company of Loriners.
The attached information describes the Clerk’s’s role in more detail as well as the qualities we shall be seeking in the selection of the right candidate. 
If you would like to share in our purpose and have the skills and experience to contribute to the next phase of the Company’s development, we look forward to hearing from you.
Yours sincerely 
Nick Bensted-Smith CC JP
[bookmark: _Toc97635089]June 2025



















BACKGROUND INFORMATION

The Company
The Worshipful Company of Loriners No. 57 in the order of precedence is one of the oldest of the companies, dating its ordinances from 1261 with the Royal Charter granted somewhat later in 1711.  The Loriners are a part of the tradition of the City of London and fully support the civic City, the Lord Mayor, Sheriffs and Corporation of London.
The trade of the Loriners is the small stuff, the “bits and pieces”, of horse tack, working in both metal and leather.  Whilst the mass production of many of those items moved away from London some time ago and from the UK in recent years, the Loriners continue to support the traditions of the trade throughout UK through trades and charities associated with equitation and the horse.  
The Loriners are committed to being a diverse and inclusive employer. We welcome applications from all sections of the community. Applicants will be considered only on the basis of their suitability for the post, regardless of their marital status, age, gender, culture, religious belief, ethnic origin, or sexual orientation.
Since 1989, the company has admitted women including 1992 HRH The Princess Royal being the first female Master.  
Livery companies with like purposes often form into groups, to enable them work together. The Loriners’ Company is part of the “Leather Livery Group” (nine Livery Companies with connections to the leather industry).  The Master together with other group Masters is invited to the annual “Leathery Weekend” in York.
The Company does not have its own Hall and without the corresponding ties and responsibilities is a very flexible organisation allowing events to take place in other Livery Halls.

The Charitable Trust
The Loriners’ Charitable Trust supports a wide range of charities who work for or with the horse.  This includes education relating to the trade and riding for young, disadvantaged, and disabled people.  Close relationships with those charities are held and maintained by Stewards appointed from members of the Court.  There is a similar arrangement with our military affiliations.












TODAY’S COMPANY

The Company has overseen a period of rapid change brought about by circumstances, advances in communications and data handling. A governance review resulting in new Court and Membership Handbooks; the introduction of quarterage for new Liverymen and a new more effective Committee structure.  The Company now has the benefit of a modern document handling system and a newly revised website with full event booking capability.  A member of the Livery is the current webmaster.  These fall under the overall management of the Clerk and are now well suited for the 21st Century.
Applications are now being invited from appropriately qualified and experienced candidates to continue the good work and ensure that the Loriners’ Company continues to be a vibrant and relevant within the City and its Trade.



CANDIDATE PROFILE

The Clerk is the equivalent of the Chief Operating Officer in a commercial organisation and operates with a great deal of independence in managing the day-to-day running of the Company.

The Loriners’ seek a confident and capable individual who will maintain and enhance the life of the Company, through experience in both strategic thinking and the management of a flexible and diverse organisation.  A person will work well under pressure, with the ability to deliver against agreed strategies and timetables. They should have good planning skills and is able to identify and resolve issues as they occur. The role is both proactive and reactive and needs someone who is comfortable following established practices and traditions but recognizes when they might be challenged. 

An excellent communicator, with a positive, supportive, and enthusiastic attitude who will deal with any matter diplomatically and appropriately at all times. A person who will maintain and develop good positive relationships with, and earn the respect of, the Master, Court members, members of the Company and leading members of other Liveries.  

It is essential the candidate is dependable, sociable, flexible and with a sense of humour to cope with the varied roles of this post.

















JOB DESCRIPTION


Job Title:                        	              Clerk

Reports to:	The Master and, through the Master, to the Court of Assistants. There is a designated Past Master to act as a mentor.

Line Management: 	Beadle and Web Master. The Clerk will work in conjunction with the Stewards. 

Committees: 	The Court 
				Masters and Wardens Group
Policy & Interview Committee
Finance Committee
Communications Committee
Education Committee		
				Livery Committee 
				Loriners Charitable Trust
Support other Committees as required 

Principal Responsibilities

To undertake the day-to-day management and administration of the Loriners’ Company including dealing with legal and insurance matters, and maintaining the records of the Company’s Treasures, their location and condition.

To ensure that the Company at all times complies with all laws, rules, regulations and safety standards which might apply from time to time, taking professional advice where necessary, and maintaining adequate insurance cover.
To support the Master and Wardens and contribute towards the strategic plan of the Company working with the Master and Wardens Group to maintain a forward-looking Company.
To manage the day-to-day finances, including the collection of all monies, though not restricted to quarterage, fines, fee and dues.  To assist the Hon Treasurer in the preparation of an annual budget and business plan for the Company and working with the Accountants to produce the Annual Accounts and the VAT return. This includes responsibility for maintaining all relevant documents to enable the Accountants and Examiners to produce their reports.

To support the Court by the timely production and circulation of Agenda and Minutes and relevant information. 

To advise and assist Committees, at meetings (face to face or remotely) with the preparation of Agenda, Minutes and Court reports.

To assist the Master in maintaining, planning and prioritizing the diary of Livery commitments, and identifying potential beneficial opportunities.  To accompany the Master to all relevant events, to provide guidance on matters relating to ceremonials and offer advice to the Master’s Consort regarding invitations.

To be responsible for all aspects of event planning and delivery, including, working with the Master on venue and menu selection.  These duties include preparing cost estimates and delivering within agreed budgets and ticket pricing, preparing table plans and place cards, taking reservations and issuing tickets.  The Clerk will brief guests and ensure that the Master, Wardens and Court will be aware of who is attending.

To be proficient in delivering first class, well organised events both formal and informal liaising with the Beadle where necessary and to ensure all ceremonial functions and duties are maintained and carried out.  To advise and support the Master, Wardens and Committee Chairman when organizing Company events.

To maintain good communications with the membership, Court and Committee Chairs and to assist the Communications Committee in its responsibilities for communications both within internally and externally 

To maintain and update the Court and Committee document management system ensuring all minutes, supporting papers and other relevant documentation are properly stored with access available to Court and Committee Members

To manage the Website effectively, ensuring it is current at all times, to provide the Webmaster with information to update the Members’ Area and the mailing system. 

To maintain an up-to-date record of all Members of the Company on a database system whilst 
ensuring Data Protection compliance.  

To act as the Company’s spokesperson in conjunction with the Master and to maintain, develop and protect the Company’s reputation within the City and beyond.

The Clerk will join the Fellowship of Clerks of Livery Companies, for which the Company will pay the subscription.  This provides a useful link to other companies and assists with keeping abreast of modern practice.
The Clerk must recognise that the role might evolve and change with time and must be flexible and adaptable to such change. 
The Clerk may be asked to advise or lead on new initiatives as circumstances demand.

PERSON SPECIFICATION
Essential and strong evidence of:

Proven experience of the management and strategy development of a comparable sized organisation

Excellent verbal and written communications. 

A thorough understanding of discretion, tact and confidentially which demonstrate patience and respect in difficult circumstances

Good and up to date IT skills in business, finance and social media

Proven ability to manage the “day to day" finances and budget experience

Proven experience of excellent and successful event management 

Proven strong leadership within an organisation of a similar size or larger 

Experience of and interest in working with a charitable trust and charities
[bookmark: _Hlk85473981]
Excellent people skills with the ability to inspire confidence when dealing with people at all levels 

Willingness to work flexibly particularly at meetings and events including those in the evening some held remotely

Live within a reasonable travelling distance of London

Desirable:

Experience of membership organisations
Good empathy and some involvement with the equestrian world
Experience of managing meetings on Zoom
Knowledge of and empathy with the traditions and ceremony of the City of London


EMPLOYMENT TERMS & CONDITIONS

Location:	The Company does not have a Hall or offices in the City and meets at the Halls of other City of London Livery companies.  The Clerk works from home and will travel to meeting venues as required.	

Hours of work:	Four days per week. It is hoped the Clerk will not be required to work more than 30 hours per week, but flexibility is vital. Within the Company calendar some months are far busier than others. 

Remuneration:	The salary offered is £55,000 per annum. Costs incurred in the performance of the role such as telephone, office equipment, stationery, as well as travel and accommodation 
costs where necessary will be reimbursed.

Pension:	5% employer’s contribution


Holiday:	There is 20 days of paid holiday plus bank holidays per annum. Holiday must be with the approval of the Master.

Probation Period:	The probation period is 6 months. At the end of which the position will become permanent with a 3 months period of notice.

Accommodation:	The cost of reasonable overnight accommodation and subsistence will be reimbursed when practically and financially beneficial for the Clerk to stay overnight. Accommodation is sometimes available at Livery Halls at a relatively low cost.

HOW TO APPLY

Please download further details of the position from our website:
www.maryleboneexecutivesearch.com/jobs
For an informal confidential discussion call Richard Evans on 07958 984161 or 020 3126 4858 or Kevin Everett on 07771 783265
Apply online with a full curriculum vitae detailing your skills and experience together with a Personal Statement clearly outlining your motivation to undertake the role and how you meet the competencies required for the position as stated in the Person Specification. 
Closing date for applications: 		 13 July 2025
Long List interviews: 			 15 – 22 July 2025
Final Panel Interviews:                                 4 and 5 August 2025
Start Date:				  September2025
To find out more visit:                                www.loriner.co.uk  


The Company embraces all aspects of diversity and welcomes applications from all sections of the Community
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