
Vacancy - Clerk to the Trustees  

The Sunninghill Fuel Allotment Trust  (reg Charity 240061) 
 

We respect the requirement of the Equality Act 2010 

 

Person Specification 

An outgoing, confident individual with experience of working with members of the public in an administrative, 
customer service role. Proficient in Microsoft Office products, such as: Office 365 including Outlook, Word, 
PowerPoint and Excel. Experience of working with WordPress or other web management tools and social media 
would be an advantage. An organised self-starter worker with the ability to work to a high professional standard and 
maintain absolute discretion. Experience of working for a Charity is also desirable. 

Job Specification 

Reporting to: The Chair and Trustees of the Sunninghill Trust 

Hours of work: Minimum 8 hours per week, times to be agreed. Flexible hours with evening and weekend work being 
necessary to accommodate meetings which are held in the evening (typically between 7pm and 9pm). 

Rate of Pay: £5,000 per annum with some overtime payable  

Holiday: Depending on the employment status. 

Administration: 

 Provide monthly reports to the Trustees on activities 

 Deal with telephone / email / postal enquiries and file and log correspondence 

 Draft correspondence responses for review by the relevant Trustee 

 Update the website and other social media where required and agreed by the Chairman 

 Ensure all paperwork is dealt with confidentially  

 Scan and file all copies of paperwork 

 Prepare meeting agenda and collate supporting documents and information packs 

 Attend and minute Trustee meetings 

 Administer grant applications, collating supporting information and maintaining confidential client files 
adhering to GDPR rules 

 Assist in the management of the allotments, which includes co-ordinating the waiting and tenants list, 
monitoring and reallocating plots, sending out agreements and rent demands on a yearly basis 

 Assist in the management of leases working with the Chair and Trustees to ensure they are up-to-date, 
renewed appropriately and that payments and documentation are received in a timely manner. 

 Assist in the management of lands, coordinating contractors and tree surgeons 

 Maintain spreadsheets for financial reporting and collate files for preparation of the Annual Accounts 

 Update and maintain any filings with the Charity Commission 

Other Responsibilities: 

 Liaise with the public and local organisations on grant applications with absolute discretion 

 Liaise with other local charities, organisations and support hubs 

 Organise and attend events to promote awareness of The Sunninghill Trust such as The Sunninghill 
Victorian Street Fayre and the Annual Allotment Competition  

 Carry out other various supporting duties as required by the Chair and the Trustees 

Application deadline Monday 30 April 2021 

Please email ‘help@thesunninghilltrust.org’ for an application form and return it with a current CV and a covering 
letter detailing why you are interested in this role. Any application without a covering letter and current CV will 
not be considered. 

Job Type: Part-time but some evening work required 

Salary: £5,000/year 

 


