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[bookmark: _Toc8655820]Introduction from the Chair

Thank you for expressing an interest in the role of Chief Executive and Steward to the Trustees of The College of Matrons.
This candidate brief describes the role of Chief Executive and Steward in more detail as well as the qualities and experience we shall be seeking in making this appointment. This is an exciting new role, on a part-time contract. The post holder will be a key part of the management team and play a pivotal role in the organisation by leading on the update of office administration systems, processes and policies and making a tangible and long-lasting difference to the running of the College
If you share our commitment and interest and have the skills and experience to join the team to contribute to an exciting future for the College, we would be keen to hear from you.

Roy Bexon
Interim Chair	
August 2025
[bookmark: _Toc517785750][bookmark: _Toc517786033][bookmark: _Toc518656613][bookmark: _Toc519687552]


[bookmark: _Toc8655821]Brief History
The College was founded by Seth Ward, Lord Bishop of Salisbury, by a Foundation Deed dated 13th February 1683. That deed defined the objects of the College and the means whereby they would be achieved and remains in force, save to the extent that it has been subsequently adjusted and varied to take account of social changes.
The College is registered with the Charity Commission (201720) and is a registered Almshouse. The present Constitution is contained in a Scheme of the Charity Commissioners for England and Wales dated 9th March 1979, as varied by further Schemes dated 22nd July 1993 and 28th October 1996.
The Bishop of Salisbury is Visitor of the College and the Dean and Residentiary Canons are the Governors. Seven Trustees are responsible for the management of the assets of the College. 
The College of Matrons is managed on a day-to-day basis by three staff: the part-time Chief Executive and Steward (based in Salisbury), and two live in Wardens (one in Salisbury and one in Wilton).

Job Description 
 
Job Title:	Chief Executive and Steward (Clerk to the Trustees)  
 
Location:	The College of Matrons
The Old Laundry, 42A The Close,
Salisbury, Wiltshire, SP1 2EL
 
Responsible To:	The Trustees through the Chair of the Board of Trustees
 
Supervises:	All staff employed by the Almshouses Trust and any contractors.
 
Job Summary: 
 
Accountable to the Trustees for the executive management of the Charity including fulfilling the Objects of the Charity and implementation of the strategy adopted by the Trustees. The role includes ensuring appropriate corporate governance, financial controls, risk management, maintenance of the property of the Charity, management of staff and should provide leadership of the Charity on a day-to-day basis in accordance with the ethos of the Charity. 
 
Duties and Responsibilities: 
 
To manage the Charity 
 
· To administer the Charity in accordance with the Trust Deed and within such powers as shall be delegated by the Trustees.

· To administer Trustee meetings by preparing the agenda, supporting papers, financial summary and taking minutes.
· To line manage the Warden of Salisbury and employ, supervise and manage part-time contractors (cleaners, gardeners and part-time handyman).
· To prepare the annual budget for submission to and approval of the Trustees, and once approved, implement the budget.
· To operate the financial systems of the Charity as agreed with the Trustees and external accountants, to keep all financial records, including collection of income and payments, within the delegated powers.
· To act as facilities manager, ensuring the Charity’s buildings are properly maintained. You set up and manage all facilities related contracts and supervise any contractors while on site. 
· To manage the properties, including day to day ‘landlord-tenant’ liaison, promoting the well-being of the residents, and resolving any infringements of the rules. 
· To manage the vacation of the property by any occupant and comply with Charity Commission requirements and procedures for the selection of new residents. To ensure that any vacant property is brought back to the required standard for any new occupant.
· To assist the external accountant during periods of audit.
· To submit the annual return to the Charity Commission.
· To pay annual subscriptions to the Independent Housing Ombudsman and to the Almshouse Association.
· To ensure the College complies with current health and safety employment and safeguarding legislation, regularly reviewing policies and practices and updating them where necessary.  
· Safeguarding:

1.Ensuring the safety and well-being of residents, protecting them from harm, abuse, and neglect, and taking appropriate action when abuse is suspected. 

2. Understand and comply with relevant legislation, policies, and procedures related to safeguarding.
 
· To liaise as necessary with all Trustees and St John’s Hospital as required.
· To undertake all such other duties as shall be delegated by the Trustees.  
 
 
 
 
In addition, the interim post holder shall undertake a review of the rules of management and governance, to improve the efficient administration of the charity that may be required by the Trustees. 
 
 



   
The College of Matrons
Chief Executive and Steward - Person Specification 
 
 
	 
	Essential 
	Desirable 

	Knowledge 
	Managing budgets, change management, liaison with contractors, relevant law and facilities management
	Of the problems/ needs of the elderly. Of health and social services. Of welfare and other benefits 

	Experience 
	Previous relevant experience in a similar role preferably in a charity  
	 

	Skills/Abilities 
	[bookmark: _Int_2KBwTBXw]Good communication skills, oral and written 
Interpersonal skills 
IT skills 
Team management 
	 

	Attributes 
	Empathy towards the elderly.  
A positive “can do” attitude.  
Non-judgmental. Supportive.  
Discreet.  
Practical.  
Good humoured. 
	 


 
Salary:   	£50,000 per annum for 35 hours per week and pro rata for the substantive position for 21 hours per week (£30,000 per annum).                                                              
(Probationary period of six months for the substantive position).                                                            
How to Apply
To apply please download further details of the position from www.maryleboneexecutivesearch.com/jobs
Apply online by submitting your CV along with a personal statement addressing the person specification.
For an informal confidential discussion call Kevin Everett on 07306 817717 or Richard Evans on 07958984161 or 020 3126 4858 
Closing date for applications:		14 September 2025 
Long List interviews:			15-18 September 2025
Final Panel Interviews 			
& Candidate visits:			25 September 2025

We are committed to the safeguarding of children and vulnerable adults.  References and DBS check will be conducted on the successful applicant.
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