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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-Elect, David Elmer
Thank you for your interest in becoming the next Clerk of The Worshipful Company of Marketors. We are a modern livery company open to marketing, sales and agency leaders who are keen to use their skills, contacts and resources to support charitable causes and the development of marketing. 

Founded in 1975 and incorporated by Royal Charter in 2010; in 2025 the Company celebrates its 50 years of contribution to society, the City and our members. Our founding principle is “Marketing benefits everyone”: we strongly believe in the power of marketing to deliver economic and social good.

Given the clear sense of purpose to our work, a strong community between members has developed. As a modern City of London Livery Company, the Marketors have a lively range of social events, ranging from informal socials to subject based meetings, briefings and including Great Events at landmark locations such as the Mansion House.

We are seeking a Clerk who shares our sense of purpose, engages readily with our members and can be a credible face of our Livery Company to the City of London and the wider community. The Clerk will drive forward membership recruitment and retention, and manage the day-to-day running of the Company. 

The following information describes the Clerk’s role in detail as well as the qualities we seek in the appointed candidate. If you would like to share in our future 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,
David Elmer

October 2025


BACKGROUND

[bookmark: _Hlk209968443]Founded in 1975 and incorporated by Royal Charter in 2010, the Company celebrates its 50 years of contribution to society, the City of London and our members in 2025. Our founding principle is “Marketing benefits everyone” as we strongly believe in the power of marketing to deliver economic and social good.

The Company delivers on the principle by operating as a not-for-profit membership body, open to marketing leaders who are looking to use their marketing skills, contacts, and resources to support charitable causes and the development of marketing for the good of society.

Our members are drawn from a wide range of organisations and backgrounds, including global and UK business brands; digital, creative, media and advertising agencies; the public sector, 3rd sector and voluntary interest groups, consultancies and academia. The Marketors aim to complement other marketing membership bodies, and our members often also belong to other leading marketing groups. The Company has a range of Corporate Supporters who participate in our activities as a part of their CSR/ESG programmes.



JOB DESCRIPTION
Job Title:   	Clerk 
Responsible to: 	The Master, Wardens and Court 
Responsible for: 	Day to day management and performance of the Company
Direct Line management of the Beadle. A Deputy or Assistant Clerk, either employed or contracted, may be appointed in due course, subject to discussion. 
Liaison with:	Professional and other advisors and contacts to the Company.	

The Clerk’s Role & Responsibilities   

To support the Master & Wardens in the delivery of the agreed Company Strategy and to support the Court and Committee Chairs in ensuring day to day efficient and effective running of the Company in line with agreed Policies & Procedures.

The Livery Clerk acts as the chief administrator and City of London and Civic advisor for the Livery Company, ensuring its smooth daily operation, compliance with statutory requirements, and the upholding of centuries-old customs. The Clerk serves as the primary liaison between the Company’s membership, external partners, the City of London Corporation, and the wider public, while managing all aspects of governance, finance, events, and communications.

Membership Retention & Recruitment

· We currently have around 320 active members and aim to grow that number by around 25%, attracting marketing leaders, agency practitioners and senior academics to our membership. The Clerk’s role is vital to engage with existing members and to ensure ready access to City and Company activities & events.
· The Clerk underpins the delivery of the membership recruitment and retention strategy by actively using our new website and CRM system, Memb.rs, to manage internal and external communications with current and prospective members, as well as creating effective and targeted communications. 
· They also facilitate induction, mentoring and engagement programmes for new and existing members.

Key Priority: To grow the Company via increasing new members, retaining current members and to develop the benefits of tracking and analysing member engagement via the new online CRM system.

Communications, Events, Representation

· The Clerk is a key point of contact for all external and internal communications and the public presentation of the Company to the City and other organisations.  
· The Clerk will be the clear leader of the Company’s online presence.
· The Clerk is closely involved in the content and production of Company publications and co-ordinates Company liaison with 3rd party organisations in the City as required.
· The Clerk is the Company’s conduit in its relationships with the wider Livery Community, the Corporation of London, The City Livery Committee, the Guildhall and Mansion House, and the Fellowship of Clerks. The Clerk is also the focal point through which all communications to the Company pass and is responsible for all correspondence in whatever form it is received, and for all correspondence in response. For example, during the Livery Year, the Master will receive invitations from 3rd party organisations to attend Livery dinners, luncheons, receptions, church services, visits and lectures.  
· Internally, the Clerk is responsible for organising the formal Livery Dinners and the management of all reciprocal hospitality. The Clerk is also responsible for managing ceremony and, when necessary, devising the choreography for formal events.

Governance and Compliance

· Organise and prepare agendas, minutes, papers, and follow-ups for meetings of the Court, Master & Wardens Committee, and General Meetings.
· Ensure compliance with the Company's Charter, Ordinances, and By-laws, as well as all relevant legal, financial, and regulatory requirements.
· Advise the Master and Court on matters of policy, procedure, and governance, including risk management and continuity planning.
· Maintain registers of members, officers, and other statutory documents.
[bookmark: _Hlk210140939]Key Priority: The Clerk should be familiar with  sources of expertise to consult, and necessary involvement/agreement on matters of governance.

Strategic Development

· Support the Court in developing and implementing strategic plans, including succession and talent management.
· Monitor external trends, challenges, and opportunities relevant to Livery and the City of London.
· Promote the Company to the wider community, enhancing its reputation and visibility.
· Contribute to the development of digital platforms, branding, and outreach activities.

Key Priority: Contribute to development of more efficient working practices for the                               Company, particularly via the use of emerging AI and digital methods

Finance and Administration

· Participate in  the preparation of annual budgets, management accounts, and financial reporting.
· Monitor income, expenditure, investments, and charitable funds.
· Liaise with the Accountant and Treasurer to administer  payment, procurement, and contracts.
Key Priority: The Clerk plays a key role in communication and follow up of  membership fees (Quarterage), and ensuring that charges for event attendance etc. are paid for accurately and on time by the members. 

The Court,  Administration

· The Clerk is responsible for ensuring that the Company at all times complies with the provisions of its Charter and associated Ordinances. 
· The Master is the Chairman of the Court and the titular head of the Company for one year.  The Clerk is Secretary to the Court and provides continuity from year to year, supports each Master during their year of office, co-ordinates their diary and provides advice and guidance to both Master and Court on all aspects of Company business.  
· The Clerk administers all membership records and liaises with the Chamberlain’s office over Freedom of the City, a prerequisite for Liveryman status.

Events & Ceremonial Functions

· Plan, organise, and deliver major Company events, both internal and external, including dinners, banquets, lectures, and charitable activities.
· Coordinate ceremonial duties, such as installations, processions, and participation in civic occasions.
· Liaise with caterers, venues, suppliers, and official bodies to ensure smooth execution of events.
· Maintain the Company’s traditions, regalia, and archives, including proper handling and display.
Key Priority: Evolving ever more  efficient and cost-effective working practices including recruitment, motivation and management of volunteer members of the Company to help support on site. 









PERSON SPECIFICATION

The successful candidate will possess:
· Proven experience of the management, marketing, communications and strategy development of a comparable sized member-led organisation to deliver an agreed set of objectives.
· Up-to-date IT and online skills; experience of using and leveraging social media; experience of CRM systems in a ‘membership’ and in particular the Memb.rs system would be an advantage.
· Excellent oral and written communication skills.
· Positive leadership, organisational and administrative skills with the ‘presence’ to engage ‘peer to peer’ with board level.
· Experience of setting and keeping to an agreed budget .
· Experience of managing people and events under pressure.
· Experience of the marketing or agency world would be an advantage.
· Willingness to respect the ethos and culture of the City of London and the Livery Community.
· Commitment, energy, tact, diplomacy, and confidentiality.
Experience

· Proven track record in senior marketing, sales, administrative or governance roles.
· Experience in project management, event planning, and communication.
· Familiarity with charitable, civic, or heritage organisations.
· Knowledge of the history and traditions of the City of London and Livery Companies desirable.
Education

· Degree-level in eg: marketing-related topics, business, public administration, law, or humanities or a professional certification (e.g., Chartered Secretary, Accountancy, Event Management). 
Skills

· Excellent written and verbal communication, diplomacy, and discretion.
· Strong organisational, planning, and project management abilities.
· Numeracy, financial literacy, and attention to detail.
· IT skills: Microsoft Office Suite, database management, digital communications.
· Ability to manage competing priorities and work under pressure.

Personal Attributes

· An interest in Marketing and its power to contribute to economic and social good. 
· Integrity, reliability, and confidentiality.
· Commitment to tradition, service, and continuous improvement.
· Adaptability and openness to change.
· Professional presence, courtesy, and a sense of occasion.


EMPLOYMENT TERMS & CONDITIONS

Place of Work: The Marketors’ office at Plaisterers’ Hall, One London Wall, London EC2Y 5JU and other venues in the City of London as required.  The candidate is expected to be physically present at the place of work unless an exception is agreed.

Hours of work:	The role is a salaried managerial role, bound by the Managerial Working Time Exclusion under the Working Time Regulations,  with no overtime provision.  The responsibilities outlined are intended to be carried out between 10am – 8pm within the 5 day working week.  However,  there is also a regular requirement for evening engagements, and an occasional need for weekend working, particularly when attending 3rd party events in the City, or when delivering the main Company events.  

Remuneration:	£70,000 per annum. 

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

Holiday: 25 days of paid holiday plus bank holidays per annum. It is anticipated that 15 days of this holiday will be taken around Christmas/ Easter/ August, when the City is in ‘recess’ with 10 floating days to be taken by agreement with the Master of the Year.

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
For an informal confidential discussion call Richard Evans on 07958 984161 or Kevin Everett on 07306 817717 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: 		 	 	 9 November 2025
Long List interviews: 			 		 12 – 21 November 2025
Final Panel Interviews:                               		 26/27 November 2025
To find out more visit:           			                www.marketors.org
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