
 

 

General Manager, Charity of Thomas Dawson - Job description 

 

Introduction 

The Charity of Thomas Dawson (registered charity number 203258) originated in 1521 when Thomas 

Dawson left land in trust for the benefit of St Clement’s Church and its parishioners.  This was 

augmented by further bequests in the late 16th century.  Today the Charity owns 24 properties in the 

parish with a value of around £13million.  

 

The Charity exists to generate income from the property portfolio to support and benefit the life and 

work of St Clement’s Church, the poor of the parish, and local educational needs. The annual income 

(around £500k in recent years) is divided according to criteria set out in the Trust’s objects and 

articles.  The Trust has a track record of diligently and consistently delivering income over many 

years.  

 

Against this context, the Trustees recognize that both the expectations of charities, and compliance 

requirements, have changed significantly in recent years.   

 

The Trustees have therefore created the new role of General Manager: initially to review current 

approaches and then, working with Trustees more proactively to manage the property portfolio, 

develop internal processes and ensure funds are distributed in ways targeted best to meet the needs for 

which they are intended, in today’s vibrant and diverse local community.   

 

Purpose of role 

Reporting to the Chair of the Charity of Thomas Dawson (CoTD), who is also Rector of St Clement’s 

Church, the purpose of the role is to manage all the assets of the Charity to optimise the balance 

between income generation and community benefit, in line with the Trust’s Objects and mission. 

 

This requires proactively working with CoTD’s Trustee Board and professional advisers, and also St 

Clement’s Parochial Charities, the Parochial Church Council (PCC) of St Clement’s Church, and local 

community groups to understand their needs and establish property investment and management 

approaches that generate the required income.   

 

After expenditure including running of the charity and repair, maintenance and development of 

properties, the annual income is distributed as follows: 

-50% to the PCC of St Clement’s Church – registered charity number 1132918 

-25% to the Parochial Charities of St Clements – registered charity number 201989 

-25% to the Designated Fund for Educational Purposes (an integral part of CoTD). 

 

The role holder is responsible for all the day to day management of the Charity – including overseeing 

input from the charity’s professional advisers (currently including charity surveyor, accountant, 

solicitor, and investment management – as well as residential letting agents) to ensure this is targeted 

effectively – and overseeing management of all aspects of property and investment portfolios.  

 

This is a stand-alone role.   

 

 

 

Responsibilities 

 

Strategic direction – Work with the Trustees to shape the direction of CoTD, defining in detail how 

best to realise the mission, vision and values in the medium and longer term. Determine the best 

present use of properties and space in order to generate income and optimise usage. Consider also a 

range of options such as new usage, development or divesture. Build enthusiasm for and implement 

the agreed way forward.  

 



 

 

Stakeholder engagement – Specifically work with St Clement’s PCC - as well as other charities and 

organisations locally where there are synergies to explore - and as key stakeholders to understand 

their missional aims and determine how CoTD can support these objectives.  

 

Charity governance – Manage on behalf of the Trustees all legal and fiduciary responsibilities of the 

charity, including annual accounts and reporting as well as all other Charity Commission 

requirements. Act as Secretary to Trustees’ meetings; provide Trustees with regular management and 

financial reporting; and implement actions agreed.   

 

Property and Investment Portfolios – Proactively manage the assets of the charity so that income is 

optimised, balancing beneficiaries’ needs with long term development planning to ensure 

sustainability of beneficiary income alongside healthy growth of assets. As part of this, ensure 

professional fees are tightly managed. Manage a supplier review programme and ongoing 

maintenance schedule.  

 

Ensure the Trust is a responsible landlord and as the Landlord’s representative work with Residential 

Letting Agents and Charity Surveyor to ensure that all legal and statutory compliance requirements 

for the properties are met. Initiate thinking and recommendations to trustees on balance between 

property and investments, and also on how property portfolio should change and develop as local 

trends in property use and rental yields change.   

 

Operational management - Manage all day to day operational aspects of the charity from budgeting 

to distributing grants. This includes establishing the key processes required and moving from a mainly 

paper based approach to establishing computerised systems.  Provide support and guidance in 

operational management to associated charities.  

 

Approach to Beneficiaries and Grant Giving- A proportion of the income is directly distributed to 

applicants for education grants by CoTD; and also for grants to the poor of the parish through 

Parochial Charities (separately overseen by that Charity).  

 

As well as overseeing and administering the current process for education grants, the job holder will 

make recommendations to Trustees, further to shape strategy – and then be directly responsible for 

implementation - to allow funds to be distributed to beneficiaries in ways targeted best to meet the 

needs for which they are intended in today’s vibrant and diverse local community. This will include 

being accountable for targeted growing of local community organisations’ awareness of the funds, 

supporting applicants, recommending recipients to the Trustees, disbursement and follow up to 

understand the impact of the grants.  Work with associated charities to maximise impact and approach 

– including working with Parochial Charities Trustees to shape approach to PCs’ grant giving. 

 

CoTD is approaching its 500th Anniversary in 2021, which will provide a particular and very positive 

focus for this area of work. 

 

Christian ethos – Be supportive of the underpinning Christian vision, mission, values, and ethos of 

the Trust, including representing and integrating these as build collaborative partnerships within the 

local community.  

 

Person specification  

 

Leadership and management – experience of running an organisation or significant part of an 

organisation including budgetary and compliance accountability; staff and/or adviser management and 

team building.  

 

Strategy – ability to work with Trustees, professional advisers, and stakeholders in challenging the 

status quo and developing fresh approaches.  Able to put in place a multi-year delivery plan.    

 



 

 

Stakeholder engagement - Track record of working with a broad range of stakeholders, generating 

enthusiasm around a plan and bringing them together to deliver. 

 

Commercial acumen - experience of developing and delivering new approaches and initiatives in 

order to generate revenue and make best use of assets in line with vision and mission. Managed assets 

for revenue generation.  Experience of negotiating commercial arrangements with contractors, 

tenants, and others. Able to choose and manage computer-based administration systems (property, 

maintenance, banking, scheduling etc) 

 

Property management –experience of managing property or facilities including familiarity with 

legal and statutory building requirements. Experience of managing professional building suppliers and 

advisers, ensuring effective and tight control of expenditure. Knowledge of proactive maintenance 

programmes and ability personally to handle building issues.  

 

Governance –knowledge of working within Charity Commission guidelines or willingness to build 

knowledge.  

 

Communication – ability to communicate effectively across a broad range of customers, stakeholders 

and be comfortable speaking in public.  

 

Other information 

The vast majority of the work happens within normal business hours. However, the role holder does 

need occasionally to support ‘out of hours’ building issues and attend evening meetings (including 

Trustees’ meetings).  The properties are all within walking distance of the office which will be in the 

offices of St Clement’s Parish Property Trust. 

  

Because of accountabilities in the role, including in community engagement, this post will be subject 

to the satisfactory outcome of the appropriate level of DBS criminal records check. 

  

It is expected that the job holder will have post school qualifications and training relevant to the role.   

Applicants from a range of backgrounds are encouraged but they must be able to demonstrate 

commercial acumen, management of professional suppliers, negotiation skills, IT skills and 

management of property.  

 

The job is a three day a week permanent role. The specific work days will be agreed with the 

successful applicant but they will be spread over a standard work week.  

 

 


