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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, David Wooton CBE DL	

Thank you for your interest in becoming the next Clerk of The Worshipful Company of Educators. We are a modern livery company open to leaders who are keen to use their skills, contacts and resources to support the administration and development of the Company, and related charitable causes. 

The Worshipful Company of Educators continues to evolve and expand its role within the educational community, fostering connections and partnerships with educational institutions and organisations to promote educational excellence and innovation. 

Given the clear sense of purpose to our work, a strong spirit between members has developed. As a modern City of London Livery Company, the Educators have a lively range of social events, ranging from informal socials to subject-based meetings, briefings and formal dinners. 

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 beyond. The Clerk will contribute to  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 Wootton

April 2026


BACKGROUND
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The Worshipful Company of Educators, founded in 2001, is one of the modern livery companies in the City of London, established to raise awareness of, and to promote, the education profession, and to uphold its standards of excellence and integrity.  
The Company was granted formal status as a City of London livery company in 2013 and granted its Royal Charter in 2017. This charter officially recognised its existence as a livery company in the tradition of other ancient guilds and livery companies of London. It provides a forum through meetings and social occasions to bring together senior representatives of all sectors of education and training to encourage discussion and the exchange of views.
The Company also supports a charitable trust fund established as a Charitable Incorporated Organisation (CIO), The Educators’ Trust, to support educators and projects in work that is intended to develop the process of learning and its management, and by encouraging and rewarding those educators by means of appropriate grants, awards and medals.

After 25 years of existence the Company has been reviewing its priorities and has recently adopted a new five-year strategic plan and is updating its Charter and Bylaws to reflect the range of activities which it undertakes.

JOB DESCRIPTION
Job Title:   	Clerk 
Responsible to: 	The Master, Wardens, Committees and Court 
Responsible for: 	Day-to-day management and performance of the Company
	Coordinates the business of the Company and the work of its committees
Direct Line management of the Beadle and Assistant Clerk, 
Liaison with:	Professional and other advisors and contacts to the Company.	

THE CLERK’S ROLE & RESPONSIBILITIES 

THE ROLE
The role of the Clerk is varied. The Clerk provides continuity year-on-year within the Company, working with a new Master appointed annually. Each Master has ambitions of what they wish to achieve in their year. A key role of the Clerk is that of realising the Master’s ambitions whilst safeguarding the values and mission of the Company.
The Clerk is responsible for the day-to-day administration of the Company on behalf of the Court, with responsibility for delivering the Company’s formal events and maintaining the key interface with the Members. The Clerk reports to the Master.
The Clerk has a ceremonial role at the Company’s formal functions. There is the expectation that the Clerk supports and accompanies the Master to selected daytime and evening civic and livery events throughout the year and is an important representative of the Company. 
RESPONSIBILITIES
In summary the responsibilities of the Clerk are:
Membership

· We currently have 380 active members and aim to grow The Clerk’s role is vital to engage with existing members and to ensure ready access to City and Company activities and events.
· The Clerk underpins the delivery of the membership recruitment and retention strategy by actively using our website, social media and CRM system, to manage internal and external communications with current and prospective members, as well as creating effective and targeted communications. 
· The Clerk facilitates induction, mentoring and engagement programmes for new and existing members.

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 work with the Communications Committee to coordinate the Company’s online presence.
· 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. 
· To accompany the Master to relevant events and to provide guidance on matters relating to ceremonials. 
· To be proficient in delivering first-class, well-organised, financially sustainable events, both formal and informal, liaising with the Beadle, caterers and others where necessary and ensuring all ceremonial functions and duties are maintained and carried out. 
· To maintain good communications with the Membership, the Court and external stakeholders.
· 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.
· To maintain good relations with the Company’s affiliations with military educators and cadets. 


Administration, Governance and Compliance

· To undertake efficiently the day-to-day management and administration of the Company. 
· To be practised at strategic planning and implementation.
· To use, develop and manage the Company Website effectively. 
· To assist the Master in maintaining, organising and prioritising their diary.
· To maintain an up-to-date record of all Members ensuring Data Protection compliance. 
· To be responsible for event planning and delivery.
· To organise and prepare agendas, minutes, papers, and follow-ups for meetings of the Court, Finance & Operations Committee, and General Meetings.
· To oversee the management and support of Company committees, liaising with committee chairs and secretaries
· To ensure compliance with the Company's Charter, Ordinances, and By-laws, as well as all relevant legal, financial, and regulatory requirements.
· To maintain registers of members, officers, and other statutory documents.
· To support The Educators’ Trust when requested.

Strategic Development

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

Finance 

· To oversee the finances of the Company
· To participate in  the preparation of annual budgets, management accounts, and financial reporting.
· To monitor income, expenditure, investments, and charitable funds.
· To liaise with the Accountant and Treasurer to administer  payment, procurement, and contracts.








PERSON SPECIFICATION

This could be the ideal role if you wish to join an active, forward-looking Company. You will need to:
· Demonstrate strategic awareness with the ability to deliver agreed objectives 
· Be flexible, able to work under pressure across multiple roles, be adaptable to change
· Have excellent hands-on administrative and organisational abilities
· Have excellent verbal, written presentation and communication skills
· Have confident and up-to-date IT and online skills and the ability to use and leverage social media
· Demonstrate sound financial management
· Be comfortable managing formal ceremonial events and the protocols involved
· Be friendly and approachable, with excellent people skills and an ability to inspire confidence 
· Be a team player
· Become – or be already – well-networked in the City of London
· Demonstrate commitment, energy, tact, diplomacy, and confidentiality.
· Be based within easy reach of the City of London


EMPLOYMENT TERMS & CONDITIONS

Location:	8 Little Trinity Lane
City of London
EC4V 2AN

Hours of work:	The responsibilities outlined for the Clerk of this membership organisation can be largely managed within a 5-day working week, but there is often a requirement to work late in the City when delivering evening Company functions and attending City events. 

Remuneration:	£75,000 per annum full-time 

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. Dates to be arranged annually 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
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: 		 	 	 10 May 2026
Long List interviews : 			 	               13 May – 3 June 2026
Final Panel Interviews:                               		 23 June 2026
To find out more visit:           			                www.educatorscompany.org  
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