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WELCOME TO INSOLE COURT 
 
Thank you for your interest in the post of Insole Court Director.  The Director position is a 
key appointment for the organisation. 
 
Insole Court is a Grade II* listed Victorian mansion and outbuildings set within a Grade II* 
registered garden in Llandaff, Cardiff. Following a £3.74m Renewal Project that has restored 
the buildings and brought them back into public use, the future of Insole Court as a heritage 
asset of national importance is now entering a second phase.    
 
Phase one saw the renewed Insole Court open as a busy community hub. The Stable Yard 
and the Potting Sheds are a vibrant room hire business and community facility and feature a 
Visitor Centre, Potting Shed café, Carriage House Hall, activity spaces and outdoor 
courtyard spaces. The grounds are popular with walkers and families 
The main house ground floor rooms opened in September 2016, with grand rooms that can 
be hired for meetings, events, receptions and weddings, as well as the popular Reading 
Room.   The first floor opened in July 2018 with a dedicated interpretation and exhibition 
space telling the story of its survival and the story of the Insole family.  One wing of the 
House has been converted for use as a Montessori Nursery, who occupy the building as 
long-term tenants. The Trust’s other major tenants are the Primo Piano music school and 
The Potting Shed café.   
 
The Insole Court Trust was established to lead the redevelopment in partnership with Cardiff 
Council, the owner of the estate. The project was funded by Heritage Lottery Fund, Big 
Lottery Fund, Cardiff Council, Cadw and other donors, and builds on significant community 
action and support.  Following completion of capital works, ownership of Insole Court 
transferred in 2016 to the Trust through a long-term (80-year) lease as part of a Community 
Asset Transfer scheme. This is the largest such scheme in Wales, with Insole Court a test 
case for Community Asset Transfers that build on a dual foundation of heritage and 
community. The Insole Court Trust has inherited  a tremendous asset, but has also inherited 
considerable risk.  It is highly cognizant that the Director will need to drive the next phase to 
ensure the viability and success of the project. 
 
The appointed Director will be responsible for all aspects of operation and business, leading 
the management and success of Insole Court.  Trustees are seeking someone to lead an 
able and committed team of staff, and to take overall responsibility for the future 
development and direction of Insole Court and gardens as a heritage attraction.  
 
This is a rare opportunity for a motivated and talented individual to lead an exciting business 
that is unique to Cardiff.   
 
Insole Court Trust welcomes applications from candidates with relevant management 
experience from the heritage, culture, charity, hospitality or visitor attraction sectors. 
 
We very much look forward to receiving your application. 
 
 
Captain Sir Norman Lloyd-Edwards, KCVO, GCStJ, RD, JP, RNR 
Chairman 
Insole Court Trust 
www.insolecourt.org 
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INSOLE COURT DIRECTOR: RECRUITMENT 
 

 
1.0 ABOUT THE INSOLE COURT TRUST 

 
1.1 EXISTING CHARITABLE PURPOSES 
 
The Insole Court Trust is an independent charity (No. 1145649) established for the purpose 
of taking ownership of Insole Court and safeguarding the estate as a heritage asset and 
community facility. The Trust’s charitable purposes are: 
 

1. To preserve and protect the buildings known as Insole Court including the restoration 
of the interior and gardens for the public benefit. 

2. To advance education of the public in the history and conservation of Insole Court and 
Gardens.  

3. To further benefit the residents of the community, without distinction of sex, sexual 
orientation, race or political, religious or other opinions by associating together the said 
residents and the local authorities, voluntary and other organisations in a common 
effort to advance education, arts and culture, and provide facilities in the interests of 
social welfare for recreation leisure time occupation with the objective of improving the 
conditions of life for the residents and in particular to establish or secure the 
establishment of a community facility and to maintain or manage or co-operate with 
any statutory or other authority or organisation in the maintenance and management of 
such a centre. 

 

 
1.2 MAJOR ACTIVITIES 
 
The major activities of the Trust, upon the reopening of Insole Court, can be summarised 
across the following six areas: 
 

1. Management of facilities and spaces at Insole Court; a busy and successful room hire 
business 

2. Management of Insole Court as a visitor attraction with the new heritage offer and 
dedicated interpretation spaces that tell the story of Insole Court and the Insole family 

3. Establish Insole Court as an important link in the chain of visitor attractions that 
celebrate the interaction between Cardiff and its coal-producing hinterland 

4. The management of the East Wing for full-time tenant occupancy in support of the 
Business Plan and to secure income generation 

5. Management and future development and direction of the Insole Court Gardens 
6. Management and future development of the staff team 

 
Following the reopening of the first-floor heritage experience the ongoing work of the Trust 
will focus on: 
 

— Further development of Insole Court as a ticketed heritage offer 
— Recruitment and training of increased numbers of volunteers 
— Business development in support of outcomes including weddings, corporate hire, 

catering and any income generating streams 
— Consolidation of the Insole Court brand and marketing 
— Development of partnerships for the delivery of activities and provision of opportunities 

at Insole Court, to maximise the events diary and partner relationships 
— Refinement of safe day to day management 
— Fundraising and a potential large scale capital phased funding application 

 
Over the next year, the Trust will need to focus on: 
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— Consideration and strategic development of business plan in support of the Trust’s 
vision and purpose 

— Strategic approaches for the medium and long-term development of Insole Court 
— Financial sustainability and the future direction of further capital development of 

facilities and site 

 
1.3 GOVERNANCE AND MANAGEMENT 
 
Insole Court Trust is governed and managed by a Board of up to 12 trustees working with 
staff through sub-committees including: Governance and Finance; Buildings; Gardens; 
Heritage; Fundraising.  
 
Staffing responsibilities will be delegated by the Board, with staff authorised to act in 
accordance with the direction and policies established by the Board.  The Director is the 
person responsible for the day-to-day management of all staff and the direction of their 
operations. The Director reports to the Board and to facilitate Board oversight and 
management of the Director he or she is required to work closely with the Chairperson, or 
such other trustee(s) as the Board may authorise from time to time.  

 
1.4 WORKING FOR INSOLE COURT 
 
Insole Court Trustees and staff will work together to fulfil the Trust’s charitable objectives in 
accordance with applicable law and guidance, including the requirements of the Charity 
Commission and other statutory and regulatory bodies. The Trust aims to: 
 

— promote the utilisation of knowledge, skill and experience of all staff in order to 
improve operational effectiveness and success, and the long-term sustainability of 
Insole Court; 

— offer opportunities for personal development and advancement to staff with the 
necessary ability, ambition and integrity, in the context of the needs of the Trust;  

— reflect a sensitivity to the attitudes and views of staff, subject to compatibility with 
providing an excellent service and with the objectives of the Trust; 

— provide remuneration and benefits that are fair and competitive within the context of 
the charity sector. 

 
2.0 INSOLE COURT DIRECTOR 

 
2.1 OVERVIEW 
 
The Director will have responsibility for oversight, planning and day to day management and 
operation of the site in support of the Trust’s objects and business plan. Ultimate 
responsibility for the long-term financial sustainability of Insole Court sits with the Director, 
as guided and supported by the Trust. 
 
The Director will report to the Chair (or other authorised Trustee) and the Trust Board 
(including as appropriate to committees or working groups). The Director will be responsible 
for staff resources (including employees, volunteers, consultants and/or sub-contractors 
retained by the Trust). 
 
The role is entrepreneurial and requires highly developed management, marketing and 
business planning skills together with proven experience of facilities and events 
management, efficiency, initiative, drive and the ability to inspire confidence in staff and 
stakeholders.  The oversight and successful maintenance and development of income 
generation at Insole Court is a crucial part of the Director’s role.  
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The Board will establish the strategic direction for the Trust.  The ICT Director is required to 
work with the Board to further the strategic vision based on the Trust's Visions, Principles 
and Values.  
 
The Director will lead a team of staff which will include leadership responsibility for the 
following areas already underway: 
 

1. Business Plan. A Financial Plan has been prepared with performance and income 
targets. The ICT Director will establish an extensive business plan based on this.  
 

2. Marketing Strategy. Development of a full Marketing Strategy to include brand 
development, audience research and development, Press and Public Relations. 
 

3. Operational Plan. All aspects of facilities management, repair and maintenance, 
safety and systems for the day-to-day functioning of the site are under constant 
review.  The building is old and challenging. 

 
4. Fundraising Plan.  The Trust needs to establish fundraising function for the medium-

long term. There is the likelihood of a capital development in the next few years that 
will include un-opened areas of the house and kitchens and grounds. 

 
5. Engagement with the public. Insole Court is a front-facing busy business, the 

maintenance and development of customer relations and information provision is 
critical to the organisation’s success. 
 

 
2.2 WORK ENVIRONMENT 
 
This is an exciting and dynamic position. The Director will need to: 
 

▪ Balance multiple tasks simultaneously and make rapid and sound decisions regarding 
administrative issues and the things that happen at Insole Court  

▪ Plan and implement programmes and meet deadlines 
▪ Establish strong and constructive relationships with Board, committees, volunteers, 

staff, donors, partners, activity providers and the community 
▪ Maintain a flexible work schedule to meet the demands of the position, with irregular 

hours 
 
Trustees seek a talented individual; highly motivated and with sound judgement. This person 
needs to be disciplined, organised and people focused, with a determination to deliver and 
succeed.  The Director will manage all aspects of day to day operations including basic 
tasks and is expected to be ‘hands-on’ across all aspects of facilities management. 
 
The position is based in Insole Court in Llandaff, Cardiff, with possibilities for some home 
working, and with local and occasional wider travel in support of duties.  The successful 
candidate must carry out all duties with full regard to Health and Safety procedures. 
 
The full job description and person specification can be found in Section 6. 

 
3.0 TERMS AND CONDITIONS 
 
Contract Term:   This is a permanent contract. 
Salary:   £35,000 to £40,000 per annum subject to skills and experience. 
Hours of Work: 40 hours per week, including some evening and weekend work. 
Leave Entitlement: 28 days of paid annual leave (includes Bank and other public 

holidays). 
Probation Period: 4 month probation period during which notice entitlement is 1 month. 
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Notice Period: 2 months following initial probation period. 
Pension: In accordance with government regulation. 
Contract: A contract of employment will be issued upon commencement of 

employment.  
 
 
4.0 HOW TO APPLY 
 
To apply for this position please submit the following: 
 

▪ Submit current Curriculum Vitae 
▪ Complete the Insole Court Trust Application Form, including the name and contact 

details of two referees 
 

 
Applications close 8 October 2018. 
 
The decision regarding invitation to interview will be based on the information provided in the 
Curriculum Vitae and Application Form.   All referee details will be treated with the strictest 
confidence and no referee will be approached without prior consent. 
 
Applications should be subject marked ‘DIRECTOR CONFIDENTIAL’ and sent by email 
only to: Dan Clayton Jones 
 
email: dan.clayton-jones@talk21.com 
 

 
5.0 SELECTION PROCESS 
 
Shortlisted candidates will be contacted by the 18 October 2018. 
 
Interviews will take place at Insole Court on Tuesday 23 October 2018. 
 
Insole Court will not provide feedback to applicants who are not shortlisted. 
 
Shortlisted candidates will be required to give a 15 minute presentation. The focus of the 
presentation will be advised with notification of shortlisting.  This will be followed by a 1 hour 
interview.  There will also be a finance interview. 
 
Candidates must also disclose any ‘unspent’ convictions as defined under the Rehabilitation 
of Offenders Act 1974. Failure to disclose a criminal conviction may lead to withdrawal of an 
offer of employment.   
 
The Trust is keen to recruit a suitable candidate as quickly as possible.  
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6.0 JOB DESCRIPTION 

 
6.1 KEY RESPONSIBILITIES AND ACCOUNTABILITIES 
 
The Insole Court Director will have overall responsibility for Insole Court across five areas: 
 

1.  Facility Management: 
 

a) Provide oversight of Insole Court site, manage day-to-day operations and assure a 
smoothly functioning, safe and efficient organisation.  

b) Develop and implement an operational plan that sets out the systems, procedures 
and policies for the operation of Insole Court as a heritage attraction and 
community facility, with ongoing monitoring and review of the plan. 

c) Establish a work environment and culture that recruits, retains and supports quality 
staff and volunteers, with processes for development, motivating, managing and 
evaluating staff and volunteers so they can deliver their responsibilities effectively. 

 
2.  Financial Management: 

 
a) Manage the Business Plan and ensure that financial and other resources are 

maximised. 
b) Oversee fiscal activities including budgeting and monthly reporting. 
c) Ensure the programmes, services and activities are delivered in a cost-effective 

manner, employing economy while maintaining an acceptable level of quality. 
 

4. Fundraising: 
 

a)  Develop and implement an ongoing fundraising strategy with the aim of building a 
secure funding base for the organisation in support of long-term sustainability and 
further capital development. 

b)  Develop and support applications for grants and build awareness of, and 
relationships with, major funding bodies and foundations. 

c)  Further develop the supporter subscription scheme and encourage charitable 
giving and funding relationships with supporters and users of Insole Court.  

 
5. Marketing and Business Development: 

 
a) Develop a marketing strategy to promote Insole Court as an attraction in its own 

right and as a venue for activities that support participation. 
b) Oversee management of marketing, communications and public relations through a 

range of applications; print, website and social media. 
c) Further develop partnerships with visitor attractions, education and cultural 

organisations and community centres, and with businesses, social enterprise and 
individuals who wish to establish a beneficial relationship for the delivery of 
activities at Insole Court. 

 
6.  Staff and Stakeholder Management: 

 
a) Manage stakeholder relations and communication and facilitate the integration of 

Insole Court into the fabric of the wider Cardiff community.  
b) Effectively manage Insole Court’s staff team. 
c) Manage multiple site business relationships including the Potting Shed café 

collaborating with business partners to promote effective outcomes. 
d) Listen to stakeholders to improve services to generate community involvement. 
e) Assure the optimal functioning of the ICT Board by collaborating effectively with the 

Board and its committees. 
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f) Help Trustees to determine effectiveness and results in relation to the Insole Court 
values, mission, vision and goals. 

g) Keep Trustees fully informed on the condition of Insole Court and on the important 
factors influencing it, including identifying problems and opportunities, and 
facilitating discussion and necessary action. 

 
5 Sector Specialism and Expertise: 

 
Insole Court is poised at an exciting moment, it is currently a ‘broad church’.  We 
need to understand what skills you can bring from your own sector specialism that 
will contribute to the successful development of the business in order to maintain 
Insole Court as a unique and special place.  
 
These may include but are not restricted to experience in the following areas:  
heritage, culture, conservation, finance or business, horticulture, marketing, arts 
programming, visitor attractions, charity or community, audience engagement, 
fundraising, retail, hospitality, catering & beverages, weddings and events. 
 

 
The listed responsibilities are not restrictive and the post-holder would be required to work 
flexibly outside these tasks as required to ensure the success of Insole Court. 
 
 

 
6.2 PERSON PROFILE 
 

1.  Qualifications and Experience  
 

▪ Educated to degree level or equivalent 
▪ Demonstrable success at management in a related capacity and sector 
▪ Experience of leading, working with and motivating a team of staff and volunteers 
▪ Experience of working with Boards of Trustees 
▪ Effective project management skills, working with complex data and on tight 

budgets and deadlines, ideally in both capital projects and revenue activity 
 
 

2.  Knowledge and Skills 
 

▪ Excellent written and verbal communications skills 
▪ Strong understanding of business management and financial processes 
▪ Strong understanding of the fundraising sector with experience in fundraising for 

charitable enterprises in the heritage and community sectors 
▪ Strong understanding of effective marketing and public relations activities 
▪ Strong emphasis on customer service and relations 
▪ Familiarity with the management of community facilities and hired spaces 
▪ Familiarity with values relevant to the UK charitable sector 
▪ Keen interest in and commitment to heritage and conservation 
▪ Knowledge of Welsh is an advantage but not essential 

 
 

3.  Personal Qualities  
 

▪ Personal integrity  
▪ Excellent people skills 
▪ A commitment to results 
▪ Ability to act in a manner befitting the purposes, vision and values of the Trust 
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▪ Ability to act as a creditable and persuasive ambassador for the Trust, and to build 
effective networks of contacts, volunteers and partners, particularly in South Wales 

▪ Ability to pursue entrepreneurial and developmental approaches 
▪ Solid grounding in the administrative and management tools necessary to lead a 

charitable organisation, including IT, negotiation, presentation and communications 
skills 

 


