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Thank you for your interest in this post. This information pack is designed to help you with your application. Please read it carefully before submitting your application. 






Welcome from the Master

Thank you for your interest in becoming the next Clerk of The Worshipful Company of Pattenmakers.
 
The attached information describes the Clerk’s role in detail as well as the qualities we seek in the appointed candidate. The Clerk manages the day-to-day running of the Company with considerable independence.

The Pattenmakers, who were incorporated by royal charter in 1670 and granted livery status in 1717,were makers of wooden-soled overshoes. Pattens in previous times were helpful to pedestrians negotiating the muddy streets of London. However, with the advent of paved streets and rubber galoshes, pattens became obsolete by the end of the 19th century. The company's main function remains as a trade association with a strong social and charitable ethos. The Pattenmakers' Company ranks seventieth in the order of precedence of City Livery Companies. Its motto is Recipiunt Fœminæ Sustentacula Nobis, Latin for "Women Receive Support From Us". Since the 15th century, the Pattenmakers have been affiliated with St Margaret Pattens, a Wren church located in Eastcheap. 
The Company has a reputation for having an active friendly social calendar and continues to draw its membership from the footwear industry, Facilities Management, and the Built Environment and from many other walks of life from the City and Armed Forces
If you would like to share in our purpose and have the skills, commercial acumen, experience and vigour to contribute to the next phase of our Company’s development, we look forward to hearing from you. 

Yours sincerely,


Master 

May 2025











BACKGROUND

[bookmark: _Hlk138234243]The Worshipful Company of Pattenmakers is a City of London Livery Company awarded its Royal Charter in 1670. The Company is first recorded as a trade association for the makers of pattens in 1379 and the trade itself dates from the 12th century or earlier. The demand for pattens died out at the end of the 19th century, when roads and pavements were much more commonly surfaced.  Hence the Pattenmakers represented a lost trade and needed to reinvent itself. It did so by continuing a strong membership of leading figures from the shoe trade and by encouraging the development of the trade through the awards for young managers and grants to students learning the design and manufacturing skills required. More recently, it has found a new and unique niche amongst the livery companies by supporting in many ways the production of orthopaedic shoes for those, particularly in the armed services, who have had severe leg and foot injuries.

THE CLERK’S ROLE and RESPONSIBILTIES				

Role

Job Title:		Clerk to the Worshipful Company of Pattenmakers

Reports To:	The Master, or such other person as the Company may determine from time to time.
			 
Supervision:		The Beadle, Assistant Clerk

The Clerk is responsible for the day-to-day administration and management of the Company with the Master, on behalf of the Wardens and the Court, and for presenting ideas for its development, for the implementation of projects and initiatives and for representing and maintain the reputation of the Company in and beyond the City of London.

Responsibilities

The responsibilities listed below are included in the main duties of the role but not necessarily exhaustive.  You may from time to time be required to undertake activities that are related/associated with the role but not specifically listed in this job description, for which it is expected that you would not unreasonably refuse to undertake. 

Administration
· Manage all business and operational activities of the Livery on a day-to-day basis.
· Be the key contact for members of the Company and the first point of call for most enquiries.
· Organise and attend all Court, and other management or administrative meetings of the Company as required, including sub-committees, providing a full secretariat service including preparation of Court agendas, papers and issuing of the minutes in a timely manner.
· Manage and actively support strategic decision-making playing a full part in the resulting implementation of outcomes and agreed directions. 
· Maintain the Company's administrative records and minutes of meetings, action logs, and, wherever possible, in electronic form. 
· Close liaison with the Financial Controller, who maintains the financial records and updates the records at Companies House for Pattenmaker Events Limited and the Charity Commission register for The Pattenmakers Company Charitable Foundation.
· Provide continuity as custodian of the Company’s history and traditions; and ensure that the presentation of the Company externally is of the highest quality.


Compliance
· Ensure that the Company is compliant with all laws, rules, regulations and safety standards which may apply, including those relating to the Charity and GDPR; as well as ensuring insurance policies are in place and properly maintained.
· Ensure that computer-based and up to date and accurate records are kept of all members, including but not limited to, past members, award winners, and honorary members; and are maintained, secure and accessible under appropriate conditions to those who need to access them.
· Maintain all the Company’s data and the electronic systems of record (electronic versions of papers and membership, financial reports, etc in a suitable electronic document management system).
· Keep under review the Customs and Protocols of the Company.

Communication
Management and execution of Company communications activities such as but not limited to:
· The Company website (in agreement with the Webmaster).
· The monthly Newsletter mail out and related communications.
· All email, internet communication, and mail list management (mail campaigns, flyers, letters, circulars etc).
· Assisting with the Newsletter production as required and supporting the Chair of the Charity in the production of the annual impact statement.
· In discussion with the Chair of the Membership Committee, responsible for communication to and recruitment of, retention and progression of members.

Specific Support to the Master
· Dissemination of all correspondence on behalf of the Company including invitations for the Master, Consort, Wardens to attend the functions of other Companies. 
· Relay all such invitations to the Master, responding to such invitations on behalf of the Master and maintain a list of hospitality received to facilitate the repayment of Company hospitality.
· Attend civic ceremonies as required, as well as regular formal and informal day-time and evening functions, often accompanying the Master to lunches and dinners. 
· Acting as the Master’s confidant/adviser/personal assistant.

Events
The Clerk is responsible for all aspects of event planning and delivery, including working with the Master on venue and menu selection. 
· Prepare cost estimates and deliver within agreed budgets, ticket pricing, taking reservations and issuing tickets, electronically where possible. 
· Preparing table plans and place cards.
The main Company events are:
Annual Banquet at Mansion House		Three Livery Dinners
Members Dinner				Court & Stewards Dinner
Common Meal					Carol Service
Other dinners for sectional interests, as needed e.g., Young Pattenmakers, Regional, Facilities Management, Footwear Industry and any others as agreed by the Court.
· On request to have oversight of the organisation if required of in-person and virtual informal events.
· Other informal events by agreement with the Chair of the Events, Charity or Fundraising committees and/or the Master and Wardens.
· Act as the Primary contact with Civic and City ceremonial events and liaison with relevant civic, military and clerical groups and individuals including the Royal Patron.

Military Affiliations
The Company regards its formal affiliations with units of His Majesty’s Armed Forces as significant;
· The Royal Navy, HMS Chiddingfold M37; 
· The Army 101 (City of London) Engineer Regiment (Explosive Ordnance Disposal)
· The Royal Air Force, The University of London Air Squadron
· The Army cadet Force, Kent Army Cadet Force
The Clerk is responsible for maintaining and encouraging active liaison and reciprocal activities with these units including, whenever possible, facilitating opportunities for serving personnel to take part in Company activities and City events.

Key relationships
Internal: 					External:
The Master & Wardens 				Other Livery Companies and Clerks
The Hon Treasurer                                                      Suppliers
Assistant Clerk                                                             City of London Corporation
Financial Controller                                                     Armed Forces Affiliations
The Beadle                                                                    Industry Links
Court
Members of the Company
Potential new members

The role might evolve and change with time and the Clerk must be flexible and adaptable to such change.


PERSON SPECIFICATION

The successful candidate will possess:

· Proven experience of the management and strategy development of a comparable sized organisation
· Prioritise & deliver on a multitude of different activities
· Effective leadership, organisational and administrative skills 
· Ability to work effectively with others and to lead and manage a small team
· Experience of managing people and events under pressure
· Tact, diplomacy, and confidentiality 
· Knowledge, or a serious interest in acquiring knowledge, of the City of London, the Livery Community and its traditions
· Experience of protocol and ceremony
· High level of computer literacy including data manipulation and reporting.  Experience of web site administration would be an advantage. The Company uses or will use event management systems, membership systems and accounting systems
· Familiarity with: *financial processes and reports, ability to read and understand accounts *Microsoft products:-  Word, Excel, PowerPoint  *Mailchimp, event planning software, 
· Trello, Dropbox, Type Form, CMS and Database
· Excellent oral and written communication skills
· The confidence to think innovatively and act positively
· Flexibility, patience and ambassadorial skills
· Live within a reasonable travelling distance to London

EMPLOYMENT TERMS & CONDITIONS

Location:			Home based - with frequent travel, primarily to the City of London

Hours of work:	The responsibilities outlined can be managed within a flexible working week; and whilst, on occasions, there will be full weeks’ worth of activity at other times in the year it will be less busy.    There is a requirement to work late on some occasions into the evening, particularly when attending 3rd party events in the City, or when delivering the main Company events.  

Remuneration:	 £50,000 pa flexible working from home

Benefits:	A pension scheme is available plus other benefits to be discussed on appointment.

Holiday:	30  days  paid holiday (pro rata for average working week likely equivalent to a 4 day week) plus bank holidays per annum. Dates must be arranged with the Master’s approval.
Probation Period:	There will be a probation period of six months. During this time either party may give one month’s notice. After the satisfactory completion of the six months the position will become permanent. Thereafter the notice period will be three months. 
Full details and terms and conditions of employment will be issued when an offer of employment is made. 

HOW TO APPLY

Please download further details of the position from our website:
www.maryleboneexecutivesearch.com/jobs
[bookmark: _Hlk138577338]For an informal confidential discussion call Richard Evans on 07958 984161 or 020 3126 4858 

Apply online with a full Curriculum Vitae detailing your skills and experience together with a two page Covering Letter 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:				16 July 2025
Initial Interviews:		 		 	18 – 24 July 2025 
Long List interviews: 			 		August 2025
Final Panel Interviews:                               		 September 2025
To find out more visit:           			 	 https://www.pattenmakers.co.uk/  
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