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HISTORICAL BACKGROUND 
 
The Company of Merchant Taylors in the City of York 
 

The Company of Merchant Taylors 
 
The Company of Merchant Taylors in the City of York is one of York’s ancient Guilds.  It was 
established under its Royal Charter of Incorporation granted by King Charles II in 1662, although 
it can trace its origins back a further 300 years to the three medieval guilds of tailors, drapers and 
hosiers.  Until 1835 it was responsible for regulating the tailoring trade within the City, but those 
powers ceased, as for all guilds, with the passing of the Municipal Corporations Act of that year.  
The Company is the owner of a spectacular 600 year old timber framed guild hall known as the 
Merchant Taylors Hall located in Aldwark, York. The Hall is a Scheduled Ancient Monument and 
a Grade One Listed Building.   
 
Today the Company is registered with the Charity Commission (registered charity number 
229067) and consists of ninety Members concerned with the furtherance of the Company’s 
charitable objectives.  These are  

• to maintain the historic institution of the Company of Merchant Taylors, its ancient hall, 
artefacts and records, and  

• from its modest charitable funds provide financial support to young people with a close 
connection to the York area in the fields of art, craftsmanship and music. 

 
Under a Catering Management Agreement, a catering company has the rights to use the Hall for 
dinners, weddings and wedding receptions, conferences along with the provision of other 
domestic services for the building.  This provides a substantial part of the Company’s income.  
Further details about the Company may be found at www.merchant-taylors-york.org      
  
The Master and Court of Assistants  
The Master is the formal head of the Company and is appointed by invitation of the Full Court , 
taking account of seniority within the list of members.  The period of office is one year, 
commencing and terminating on Charter Day in June each year. The Master is assisted by the 
Court of Assistants including Senior and Junior Wardens who together are responsible for policy 
generation and strategic development approved by the Full Court.  
 
The Clerk 
 
The Clerk to the Company is primarily responsible for the operation and management of the 
Company, reporting to and acting for the Master and the Court of Assistants in the administration 
of the Company and financial administration as described below in Responsibilities. 
The Clerk is an important point of contact with all Members and a key ambassador of the 
Company in its dealings with the City of York, other Livery Companies, Company guests, 
recipients of charitable awards and members of the public who visit the hall. 
 
The present Clerk has tendered his resignation in order to take up a full time position with 
another organization after six years in the role. Prior to his resignation the Company had 
decided upon a review of its administration and the associated costs, which is ongoing,  
and is an important consideration in the appointment of a new Clerk. It will be a major task 
in the first year of office for the new Clerk and may considerably change the role for the 
future. Upon taking up the appointment, the successful candidate will assist in delivering 
the agreed outcomes of the review. An important element already highlighted in this 
review is the potentially enhanced volunteer role for individual members of the Company 
to assist in the day to day administration of the Company. 
 
 

http://www.merchant-taylors-york.org/
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Appointment Terms 
 
This is a part-time appointment with hours being variable but equivalent to approximately two to 
three working days per week across the year according to the Company’s annual cycle and 
calendar of events.  
 
The appointment will be on an initial fixed term rolling contract basis and it is envisaged that the 
successful candidate will be self-employed, flexible and primarily home office based with some 
attendance required at the Hall for Company functions and meetings. 
 
The position will be on a self-employed basis. Terms and Conditions will be negotiable, but will 
include a fee based remuneration payable monthly in arrears in the range of £15k to £20k on a 
fixed term contract for 2/3 days per week. 
The Company reimburses reasonable expenses incurred in connection with the Clerk carrying out 
specific duties for the Company. 
 
 
The Responsibilities of the Clerk. 
 

1. The Clerk is the senior administrative officer of the Company, working to the Master, 
and reporting to the Court of Assistants of the Company, and the Full Court of the 
Company. [For details see the Company Handbook]. 
 

2. Under the terms of the Royal Charter and in association with the current Master, the 
Clerk has the responsibility for the good governance of the Company according to 
law, the efficient management of the Company’s affairs and traditions, including the 
proper conduct of meetings, and acting upon decisions made by the Court of 
Assistants and the Full Court.  
 

 
3. Providing advice and support for the Master in the exercise of the role in relation to 

members of the Company and externally. 
 

4. Along with the Master, being the ‘public face’ of the Company in the City of York and 
more widely, especially in relation to other livery companies and their Clerks, and 
through the media, websites, social media etc. 

 
 
5. Working with or for the Chancellor, responsibility for managing all the Company’s 

finances and other assets, according to the terms of Charter and subsequent 
legislation. 
 

6. Being the principal contact with the catering and facilities company contracted by the 
Company in respect to the use of the Hall by the Company and its Members, and in 
other ways in order to support the Company’s public responsibilities in relation to the 
maintenance of the building and its associated costs. 

 
 

7. Supervision of any staff or volunteers, directly engaged by the Company, paid or 
unpaid, and any issues arising from their association with the Company and in 
accordance with any agreed terms within any contract with any other provider of 
services to the Company. 
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The Present Operations of the Company as delivered by the Clerk and Assistant Clerk. 
 
[Numbers below broadly correlate with the Responsibilities numbered above.] 
 

• 1. Senior Administrative Officer 
a. Becoming acquainted with, and being accessible to, all Members.  Giving 

Members advice and assistance in matters relating to the Company and 
being the line of communication between the Members, the Master and the 
Court of Assistants. 

 
 

•  2.  Governance  
 
a. Organization of all official Company meetings, fixing the dates, informing the        

appropriate Members, arranging the venue, access, seating, refreshments 
when required, heating etc.  The Clerk is responsible for informing all official 
guests in advance of the dates of the main functions. In some cases this can 
involve giving eighteen months’ notice. (Civic Party, Guilds etc).  

b. Preparation and circulation of all agendas and papers for the Court Meetings, 
and the Court of Assistants Meetings, recording of the events and 
preparation and circulation of the Minutes in good time, usually within 2 
weeks.  

c. Liaison with Committee Chairs to ensure that their meetings are arranged to 
fit in with the Company’s calendar and co-ordinate reports from these 
meetings. 

d. Advising the Master and the Court of Assistants on the requirements to fill 
the various posts of the Company. 

e. Ensuring that there is an up-to-date register of members with all relevant 
information, addresses, telephone numbers, occupations and record of 
service with the Company etc.  Ensure that the handbook is kept up to date 
and issued to all Members early in the Company’s year. [ This might in the 
future be delegated to a Member of the Company] 

f. Maintaining a supply of stationery. 
 

 
              3.    Supporting the Master 
  

a. Liaising with the Master and keeping him/her informed of all significant 
developments relating to the Company, the Hall, the Membership and staff. 

b. Becoming familiar with the Company’s traditions and ceremonies and 
ensure that these are adhered to as appropriate.  Learn the form, style, and 
precedence and the purpose of the Company’s functions. 

c. On occasions, accompanying the Master, if requested, to those functions to 
which both are invited (keeping the Master advised of all such invitations); 
these are normally held in London, but there are others in Richmond and 
elsewhere.  The Clerk’s expenses on these occasions are met by the 
Company.  

d. Advise the Master regarding suitable speakers for the main functions. 
 
             4. The Company’s External Face. 
 

a. Maintaining the Public Website and the Members Intranet in conjunction the 
the Company’s website contractor and the advice of Company members. 
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b. Maintaining the close and friendly relationship that exists with the local and 
non-York Guilds.  Maintain a regular liaison with their Clerks. 

c. Working with the Assistant Clerk [see below] and Members of the Company 
maintain an up to date diary of the Company’s functions and its organisation, 
ensuring that all the necessary contacts are made in due time and invitations 
sent as appropriate.  Be responsible for ensuring that the Hall is prepared 
adequately for the function and that the seating plan, menus, place names 
and table plans are prepared and facilities are available in the required 
manner and that all those playing a part in the event are properly briefed.   
 

 
 
  

 
5. Finances and Assets Management. 

 
 

a.  Maintaining a close liaison with the Chancellor on all matters relating to 
finance, insurance, expenses etc.  Become familiar with all matters relating to 
the finances of the Company.  Specifically, 
 

1. Update the members list to ensure that all subscriptions are paid 
each year. 

2. Issue permits for parking facilities at the Hall. 
3. Notify the Chancellor of other charges for the use of the Hall not 

arising through the caterers. 
4. Liaise with the Chancellor, when requested, regarding the collection 

of ground rents. 
5. Liaise with the Chancellor and the Finance Committee on all matters 

relating to taxation, VAT, control of expenditure, budget performance, 
adequacy of insurance cover, authorization of accounts for payment 
and settlement and the payment of salaries and fees. 

6. Ensure that all members are fully and timely informed of all financial 
matters and responsibilities as Trustees of the Charity and that all 
statutory requirements are complied with according to the terms of 
the Charities and other relevant Acts, Charter and deeds of the 
Company. 
 
Some of these functions may be taken on by individual Members in 
the future. 
 

b. Assisting the Chancellor to maintain the Merchant Taylors Members Fund 
which includes financial and budget management. 

c. Keeping an inventory of and maintain the Company’s silver; ensuring that it is 
properly secured at all times in the Display Case.   

d. Together with the Company Archivist, maintain all historical documents 
relating to the Company. 

e. Processing and implementing applications for charitable support and making 
payment out of the Company funds to successful recipients of charitable 
awards agreed by the Charitable Donations Committee of the Company. 
 

 
 

6.  The Merchant Taylors’ Hall 
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a. Ensuring that all statutory regulations relating to the Hall and the staff are 
adhered to and that the Company is at all time in possession of any required 
licences, insurance policies, entertainment and wedding licences, safety 
certificates etc. 

b. In conjunction and liaison with the Caterer, ensuring that the Hall is clean and 
well maintained at all times, kept at an appropriate temperature at functions 
during the colder months of the year, that electrical equipment is kept in safe 
working order, all other services and systems are maintained in good operational 
order, and bring to the notice of the Master (or the Court of Assistants) any 
remedial work outside the Clerk’s own remit and which the Clerk considers 
necessary for the safety and good maintenance of the Hall and its facilities.  
Arrange for appropriate contractors to carry out maintenance and minor 
improvement work, including obtaining quotations, ordering, specifying, 
supervising, checking and certifying work for payment, seeking advice and help 
of others within the Company where the work is of a specialist nature. This 
involves working closely with the Company’s Fabric Committee, which includes 
national experts in the field of historic buildings. 

c. Maintaining a close liaison and working relationship with the caterers ensuring 
that they perform their duties satisfactorily and that they meet their obligations as 
stipulated in the contract arrangements with them.  Deal with any problems they 
may have vis a vis the Company. 

d. In liaison with the Caterers to ensure the security of the Hall is maintained at all 
times and that all doors, windows etc., have adequate protection.  Be responsible 
for ensuring the satisfactory operation of the intruder and fire alarm systems and 
be the third nominated person to be contacted in the event of alarm conditions 
arising. 
d. In liaison with the Caterers to ensure that the Hall is open to visitors at the 

agreed times and by appointment be prepared to accompany guests around 
the Hall. 

e.  Supervision of the staff and ensuring that they perform satisfactorily their 
duties as stipulated in their contracts.  Bring to the attention of the Master 
any changes felt to be necessary and any major problems they may have. 
 
 

Administrative Support 
 

• The Clerk has an Assistant Clerk providing Administrative support on a flexible basis of 
up to 3 days per week. Currently the Assistant Clerk’s primary responsibility ( under the 
supervision of the Clerk) is to organize the majority of aspects of the Company’s dinners, 
issuing invitations, liaison regarding flowers, table seating, decorations, wine and other 
menu requirements for the Company’s events. The current Assistant Clerk is able to 
undertake some of the duties of the Clerk if required on an occasional basis and will be 
an important element of continuity during the transition to the appointment of a new Clerk. 
 

 
 

 
 

CANDIDATE PROFILE 
 
Experience 
 

• Likely to be in/have held a senior position/s in a well-regarded organization with a track 
record of delivery 

• Evidence of leading, motivating and developing successful teams 

• A creative thinker, able to develop ideas and approaches 
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• Will have operated at a strategic level – at the same time be able to translate ideas into 
practice with strong implementation skills 

• Ideally some experience of working in a small organization where it is necessary to ‘roll 
up sleeves’ and get involved in the detail when needed 

• Appreciation of working in a charity and the associated regulatory requirements 
 
Personal 
 
 

• Sympathy with the traditions and aspirations of members for the Company.  

• Effective leadership skills; able to motivate, delegate and deliver through others 

• Strong intellect – a good problem solver with proven analytical skills 

• Excellent  Information Technology, literacy and numeracy skills 

• First class people’s person who is a proven team player 

• Excellent communicator with strong influencing skills 

• Highly self-motivated and enthusiastic 

• Able to work on own initiative without close supervision 

• Good and decisive decision maker 

• Highly organized 

• Flexible to the needs of the Company 

• A sense of humour is essential! 
 
The Clerk should be able to travel to York easily to discharge their responsibilities in person, 
notwithstanding that the contract for services of the Clerk is expected to involve much home-
based working. 
 

   
 


