
October 2019 

Applying for the Business Officer role at 
King Edward VI Almshouses, Saffron Walden 

 
Our Almshouses have been in Saffron Walden since 1400 yet, while we cherish our  
heritage and history, the organisation is constantly adapting to the changes the evolving 
world brings. 
 
The charity has a sole Corporate Trustee, incorporated in 2016, which has an experienced 
and dedicated group of directors and which is administered by two part-time Officers. One 
Officer is responsible to the directors for the administration of the Charity and Company, 
including acting as Company Secretary (the Business Officer), and the other is responsible to 
the directors for the Residents and the site (the Estate Officer). 
 
Due to the resignation of the current job holder to work for another charity we are looking 
for a new Business Officer and offer the opportunity to join us at an exciting time in our 
development as we embark on plans for a major building project, including the associated 
fundraising, and as we seek to raise the profile of the Almshouses in the community. 
 
The Business Officer is responsible to the directors for all matters relating to the smooth 
running of the Corporate Trustee and Charity. The successful applicant for the Business 
Officer role can look forward to working closely with our group of 11 directors and our 
Estate Officer.  
 
The three five-hour days will be between 9am and 2pm, and will be in the Office/Chapel on 
the Almshouse site in Abbey Lane, Saffron Walden. 
 
If you are interested in applying, please email your application to Victoria Duke at 
estate@swalmshouses.org or post your application for her attention at the Almshouse 
address on the Application Form, marking the envelope Private & Confidential. If you have 
any questions regarding the role, or would like to visit the site prior to applying, please 
contact Victoria by email. 
 
The closing date for applications is 5pm, 23rd October 2019 
 
Interviews will take place on 30th October. Applicants invited for interview will be informed 
on or before 25th October. 
 
We look forward to meeting you to discuss your application further. 
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