St Giles Charity Estates CIO
Recruitment Pack – Administrator (Self-Employed)
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Introduction 
About St Giles Charity Estates
St Giles Charity Estates CIO is one of Northamptonshire’s long-established charitable trusts, with a history rooted in local philanthropy and community care. The charity owns and manages almshouses and a care home in Northampton, and has an investment portfolio from which it provides grants and support to local individuals and organisations to relieve poverty, hardship or need.
Our purpose is to ensure that the charity’s resources are managed prudently and that its assets continue to serve the community for generations to come. Governance is provided by a dedicated volunteer Board of Trustees supported by specialist trustee committees covering the care home and almshouses, finance, and grants.
The Administrator plays a vital role in supporting this governance structure — ensuring our meetings, papers, and records are efficiently and professionally managed.

Role Overview
Position: Administrator
Status: Self-Employed
Location: Home-based, with travel to meetings in Northamptonshire
Reports to: Chair of Trustees
Hours: Approximately 80–100 hours per year (variable)
Pay: £25 per hour
Expenses: 45p per mile mileage plus reimbursement for consumables (e.g. printer ink, paper)

Key Responsibilities
Governance and Committee Support
Trust Board
· Meets twice yearly (April and October), usually at Northamptonshire Golf Club, Church Brampton.
· Work with the Trust Chair to prepare and distribute agendas and supporting papers.
· Take accurate minutes and circulate approved drafts to Trustees.
House Committee
· Meets every two months at Nicholas Rothwell House, Kingsthorpe.
· Prepare meeting packs and record minutes in liaison with the Committee Chair.
Finance Committee
· Meets every two months, usually at Trustee homes in Scaldwell or Hannington.
· Prepare agendas, distribute documents, and record minutes for approval.
Grants Committee
· Meets twice a year (around August and November) at Northamptonshire Golf Club or in Northampton.
· Support agenda preparation, documentation, and minute-taking.
Administrative Coordination
· Liaise between Committees to ensure communication and action follow-up.
· Maintain records of meetings, decisions, and documentation.
· Support the Chair and Trustees with general administrative tasks as required.



Person Specification
Essential
· Proven experience in minute-taking, agenda preparation, and general administration.
· Strong organisational and written communication skills.
· Proficient in Microsoft Office (Word, Excel, Outlook).
· Able to work independently from home and manage own time.
· Access to computer, printer, and reliable transport.
· Available by telephone and email for Trustee correspondence.
Desirable
· Experience supporting a Board of Trustees or charitable organisation.
· Understanding of charity governance processes.
· Awareness of confidentiality and data protection requirements.

Time Commitment
Estimated 80–100 hours per annum, varying with the charity’s meeting schedule. Meeting dates are set well in advance.

How to Apply
Please send your CV and a short cover letter (one page) explaining your suitability and interest in the role to:
📧 John Peet jpjohnpeet@gmail.com 
Closing date: Friday 6 February 2026
For an informal discussion about the role, contact John Peet, Chair of St Giles Charity Estates CIO, at jpjohnpeet@gmail.com
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