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KEVI Corporate Trustee Ltd (Company No.10178525) 
as sole Trustee of 

King Edward VI & Rev Joseph Prime Almshouses  
Registered Charity No.210590 

 
 

JOB DESCRIPTION 

Job title   Business Officer 

Hours    15 per week. Suggested 3 x 5-hour days. 

Salary    £28–32k FTE 

Status   Employee 

Location  King Edward VI Almshouses, Abbey Lane, Saffron Walden, Essex, 
CB10 1DE 

Reporting to   Directors of KEVI Corporate Trustee Ltd 

Working with   Estate Officer 

Job summary  

The Business Officer is responsible to the Trustees/Directors for all matters relating to the 
smooth running of the Company and Charity. 

Skills and Qualities required  

1. There is a need to be pro-active in all things, while maintaining the existing ethos of the 
Almshouses. 

2. Have excellent organisational, administrative, computer and numerical skills, with the 
ability to prioritise tasks and time effectively. 

3. Be a skilled, diplomatic and empathic communicator, both written and verbal. 

4. Retain sensitive information in confidence. 

5. Build constructive working relationships within the team. 

6. Be observant and empathic to the needs of residents, trustees and other staff members, 
and earn their respect.  

7. Possess integrity, optimism, credibility, resilience, calmness, a sense of proportion and 
especially good humour.  
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Details of Duties 
 

A. The Directors (also known as the Trustees): 

1. Undertake all Company and Charity administration, with guidance from the Company 
Secretary when in place, including but not limited to Companies House and Charity 
Commission requirements.  

2. Administer full Directors/Trustees’ Meetings. Prepare agendas with supporting 
documents in discussion with the Chair and liaise with the Estate Officer on Agenda 
items. Take accurate and detailed minutes.  

3. Undertake all actions required by the meeting unless delegated to another person.  

4. Administer Finance Committee meetings, prepare Agendas and supporting papers, 
take accurate and detailed minutes and undertake any resulting actions unless 
delegated to another person. 

5. Maintain an on-going dialogue with the Chairman and Committee Chairs as items for 
decision and information occur. 

6. In consultation with the Chair, prepare and issue an annual Meeting Schedule by the 
preceding September. 

7. Keep abreast of changes to Company and Charity Law and advise the Trustees of 
relevant changes. 

8. Undertake the Company Secretary role to ensure compliance with Companies House 
requirements. 

9. Advise on all Policies and Policy reviews for consideration by the Trustees; advise the 
Trustees about current and future legislation and external matters affecting the 
running of the Company or Charities, and implement Policies agreed by the Trustees. 

10. In liaison with the Trustees and Estate Officer, take the lead in preparing and 
maintaining a Risk Register, Disaster Recovery Plan, Health & Safety Register, Data 
Protection Register and any other registers and lists that will, from time to time, be 
required by the Trustees. 

11. Prepare and maintain an annual Planning Cycle and long-term strategic plans for 
consideration by the Trustees. Together with the Estate Officer, provide supporting 
information, e.g. feasibility studies, cash-flow forecasts and budgets where 
appropriate. 

12. Initiate an annual review by the Trustees of insurance cover for all policies in 
consultation with the insurance brokers. 

13. Arrange for the Trustees to review annually all Committee Terms of Reference. 

14. Liaise closely with the Estate Officer, including deputising for them when needed, to 
ensure a holistic approach to the work of the Charity and its Residents, and to keep 
the Trustees aware at all times of its ‘health’. 

15. Link with Professional Support including but not limited to Almshouse Association, 
Auditors, Solicitors, Insurance Brokers, Suppliers, etc. 
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17. Liaise as appropriate with the Almshouse Association, Charity Commission, Companies 
House, Saffron Walden Town Council, Uttlesford District Council, and other bodies in 
the administration of the Company and Charities, to further the best interests of the 
organisation. 

18. Organise filing/document storage for current and archive material and maintain those 
files appropriately. Maintain secure and GDPR-compliant computer databases in 
conjunction with the Estate Officer. 

19. Seek and share opportunities to raise the profile of the Almshouses in the community 
and, in liaison with the responsible Trustee and Business Officer, be responsible for its 
appropriate presence on social media, including regular updates on Facebook and 
Twitter. 

20. Liaising with the responsible Trustee for IT, have responsibility for the digital and 
online presence of the Charity, including but not limited to the website (including 
timely uploading of documents to the trustee section), Facebook and Twitter 
accounts. 

21. Be responsible for personnel matters as directed by the Trustees. 

22. Obtain DBS checks for all staff and keep them up-to-date. 

23. Undertake any other reasonable duties that the Trustees and Company Secretary 
may, from time to time, request. 

 

B. Accounting 

1. Complete Annual Returns to the Charity Commission and Companies House and all 
other compliance requirements 

2. Pay all bills and other outgoings by bank transfers, cheques, or out of Petty Cash, 
obtaining the correct authorities as necessary. 

3. Collect WMC’s from residents as scheduled by Standing Order or other arrangement, 
and issue receipts. Bank cheques and cash regularly. Monitor and record all other 
receipts including Housing Benefit, Investment income, Interest and other sundry 
receipts. 

4. Notify the Estate Officer immediately a Resident goes into arrears and liaise with them 
to resolve the matter. 

5. Keep records of all financial transactions and maintain and check balances. 

6. Monitor and control all on-line banking, bank mandates and financial correspondence. 

7. Liaise with Trustees to manage the movement and recording of cash deposits and 
investments.  

8. Liaise with Auditors to complete the Year-End Accounts and, together with the Estate 
Officer, prepare the Directors’ Annual Report for approval by Trustees and inclusion in 
the Annual Accounts. 

9. Prepare financial reports for Trustees Meetings, including Committee meetings e.g. 
Income & Expenditure Account, Investment & Cash balances, quarterly comparison 
against budget. Prepare and keep analyses of expenses as required. 
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10. Take the lead, in liaison with the Trustee/Directors and the Estate Officer, in preparing 
the Annual Budget and cash flows as required, including salary reviews and WMC 
reviews. 

11. Review annually investment and reserves policies, taking specialist advice as 
necessary with Trustees. Ensure the Investment and other Financial Policies are 
relevant and compliant, and being adhered to. 

12. Advise Trustees on the availability of statutory grants and other sources of funding 
and prepare and submit applications for such grants as directed by the Trustees. 

 

C. Personnel 

1. Run or oversee payroll for Employees, including taxation records and all returns and 
reporting to HMRC. 

2. Ensure all statutory requirements for employees are met (e.g. pension, NI, etc) and 
keep up-to-date and act on changes in legislation in liaison with the Trustees. 

3. Establish, agree and monitor holiday rotas for employees, ensuring the office cover is 
as regular as possible. Oversee and monitor other employee entitlements. 

 

D. The Residents 

1. Monitor the collection of the Weekly Maintenance Contributions (WMCs) and report 
to the Estate Officer any arrears immediately. Keep detailed records of WMCs, and 
Housing Benefit/Universal Credit if applicable, for each resident. 

2. Initiate and oversee the annual review of the WMCs, and bring recommendations to 
the House and Finance Committees. 

3. Liaise with the Trustees and other Officers regarding looking after and re-housing 
residents should a fire, flood or similar emergency make their homes temporarily 
uninhabitable. 

4. Maintain a full and up-to-date register of residents as advised by the Almshouse 
Association, having due regard to General Data Protection Regulations (GDPR), and 
circulate to Trustees whenever changes occur. 

 

E.  Personal Development 

1. In agreement with the Trustees, and at their expense, undertake CPD, including courses 
as agreed. 

2. Carry out an annual self-appraisal in readiness for an Annual Performance Review with 
Chair or Trustee with responsibility for HR. 


