
Operations Manager    Job Advertisement 
Boston Preservation Trust  -  Fydell House 

 

We are looking for a new OPERATIONS MANAGER. 

We own Fydell House, “The Grandest House in Town”, set in the cultural quarter 

of Boston.  We are looking for the right person to be part of our happy and 

effective team, running this charity and unique Grade 1 listed building with 

walled gardens in the heart of the town.  We are working to upgrade and 

renovate the building and its neighbouring properties, planning to secure 

resources and make positive decisions to create a sustainable operation for the 

foreseeable future.   

Fydell House provides an improving asset for the people of the town, available 

for weddings, meetings, music, teaching, exhibitions, and interest groups.   

You will be an important part of this team.  Your role will be part time, working 

flexibly for 30 hours/week.  You will be working with the volunteers, trustee 

directors and members of the trust, and you will be dealing with visitors to the 

house and the users of our properties.   

Your offices will be in a beautiful building with a view, close to car parking.  The 

rewards include a basic salary of £17,300 p.a. plus pension and [20] days’ 

holiday p.a. 

If you would like to join us, a Job Description, Role Profile and Application 

Form can be obtained from Charlotte Davey, Fydell House, South Street, 

Boston PE21 6HU, or by e-mail from info@fydellhouse.org 

The closing date for applications is 27.9.19, and interviews will take place 

on 10.10.19.  The starting date will be 1.12.19 or earlier by arrangement. 

 
 
 
 



 
About us: 
  
Boston Preservation Trust was formed in 1935 to purchase and save Fydell 
House which was at risk of demolition to make way for a road.   The House is 
a Grade 1 listed Georgian Mansion close to the historic heart of Boston.  It 
was probably built in 1702/3 as a private residence.  It was occupied by the 
Fydell family and was regularly visited by Sir Joseph Banks, a friend of 
Thomas Fydell senior.   The Fydells were a noted family in the town for 140 
years and rose from being a merchant family to become leaders of the 
community providing Mayors and MPs.  Eventually, they left Boston in 1816 
after which the house was let.  
  
As Pilgrim College, an outpost of Nottingham University, from 1945 until 
2003,  the house seemed secure, but eventually funding from Nottingham 
University and financial support from the Borough and County councils were 
withdrawn. 
  
The trust now receives rental income from fifteen grade 2 listed properties 
nearby.   There is also an apartment in the attics.  Some of the rooms in the 
house are on license for small businesses.  There is also significant income 
from hiring rooms for entertainment, Voluntary Bodies,  functions, events, and 
for small weddings, limited by the size of the rooms.   The substantial gardens 
at the back of the house are a significant attraction and are maintained by 
volunteers. 
  
The house is next door to the fourteenth century Boston Guildhall, owned by 
Boston Borough Council; and close to Blackfriars, a thirteenth-century former 
Dominican Priory operated as a theatre since 1966.   We enjoy cooperative 
arrangements with both. 
  
Fydell House is the only remaining Georgian Town house in Boston with 
virtually untouched internal architectural features reflected in our Grade 1 
status. 
We have a core of dedicated volunteers who love the house and want to see a 
future for it.  Despite this, the house is somewhat down at heel and has an 
insufficient profile as a visitor attraction.   As a venue for indoor or outdoor 
events, alone or in partnership with our heritage neighbours, there is great 
unexploited potential. These are the issues which the trust is addressing. 
  

 Job Description and Role Profile 
Job Title: Operations Manager 

Location: Boston  

Hours: 30 per week  

Salary: £17,300 P.A. (£21,625 FTE) 
Holiday 20 Days P.A. + Bank Holidays 



The trustees have spent much time recently overhauling and modernising the 
governance of the trust and setting a strategy for the future.  We have been 
awarded a Resilient grant from the Heritage Lottery Fund and the process is in 
its early stages.  The appointment of a Trust Operations Manager is an 
essential element in our future plans. 
  
Job Overview: 
A newly created post and key member of the team, this position brings the 
administrative,  financial and organisational needs together in one place, to 
offer management and oversight of all BPTs business needs. You will attend 
and take minutes of regular meetings of the Trustees; and of selected 
meetings of the Property Committee, Finance Committee and Compliance 
Committee.  
 
 
What we wish the Operations Manager to deliver and be responsible for: 
  
Leading people 
  
* You will lead from the front and will inspire others to create a great place in 
which to work.  You will recruit a talented, enthusiastic and committed group of 
volunteers, develop and coach them, review their performance and give 
feedback.  You will oversee volunteer rotas to ensure the effective day to day 
running of the house.    
  
Supporting the smooth running of the house 
                
*You will implement and oversee diary management for the booking of rooms, 
weddings, meetings of all kinds and other events.  Part of the role involves 
making sure the bills are paid and that the rates we pay are competitive.  You 
will ensure that minutes of meetings are stored electronically. 
  
Ensuring financial efficiency and performance 
  
* You will take responsibility for the operation of the office, using appropriate 
technology, Internet banking, ensuring proper records of income and 
expenditure for the trust.   
  
*You will participate in the financial planning processes with trustees, and in 
budget setting and delegation. You will liaise with our accountants to ensure 
appropriate and timely information for the finance committee and the 
board.  You will be responsible for systems for payment of invoices, oversight 
of petty cash, receipts, procurement and cost control.   
  
 
 



Ensuring safety and compliance with regulation 
  
* We need Fydell House to be a safe and secure environment.  All necessary 
risk assessments and Health and Safety requirements must happen in a 
systematic way.  The board must be assured that regulations are complied 
with at all levels, and need to know if changes are needed.  Together with the 
Board and the Compliance Committee you will be key to all this and also 
ensure that all insurances, notifications and arrangements for the smooth and 
legal operation of the trust are in place.   Some knowledge of the BPT Articles 
of Association and the relevant Charity Commission regulations will be 
essential.   At all times the board must be properly advised. 
  
Developing an exceptional visitor experience 
  
* You will play a key role in developing the visitor appeal of Fydell House 
including the gardens.  This may include working with others including the 
Fydell House Committee to provide guided tours of the house & garden with 
suitable historical anecdote and detail, supported by written materials as 
needed.  Also working towards providing catering for visitors and for parties 
and events.  We wish to provide an exceptional experience and a warm 
welcome for visitors and to achieve a high standard of presentation which can 
be sustained by the volunteers and others.  An important and growing part of 
this will be providing an attractive place for weddings.   There may be 
opportunities for the house to offer merchandise for sale.   We wish in future to 
work with our heritage neighbours to take all this to an even higher level.  You 
will play a key role in developing an annual programme of events in the 
House, working with the Events & Education Committee. 
  
Great conservation 
  
* The needs of the buildings must be understood by the board and you will, 
with the Board and the Property Committee, play a key role in providing and 
updating information of sufficient detail.  You will help develop a schedule of 
planned maintenance with the Property Committee.  You will also have 
involvement in grant applications and in tendering processes, and in the letting 
our rooms, our flat and our properties through our agents.   You will also work 
closely with the Fydell House and Property Committees. 
  
Marketing and Promotion 
  
* You will work with the Board to develop and implement a marketing function 
which presents the profile and public face of the trust in the best possible way 
and promotes the objects of the charity.   An attractive and effective website is 
part of this. 
  
 



HLF grant application 
  
* You will have a key role in overseeing and progressing our Heritage Lottery 
Fund application. 
  
Working with others 
  
*We have benefitted from close working with Heritage Lincolnshire and this 
cooperation will continue.   We are also working more closely with Heritage 
neighbours to exploit opportunities with benefits for all.   We are increasing our 
networking with other organisations working in the same field, and you will 
play a key part in taking this forward. 
  
 
 Job Requirements: 

 Experience within a general office management role including finance. 
 A strong administrative background 
 Good written English, mathematical and presentational skills 
 Willingness to work with the grant application process. 
 Proficiency in Microsoft office, and maintaining Health and Safety office 

compliance. 

  
   
Key Objectives 
 

1. Good progress with our HLF bid 
2. Successful recruitment & retention of Volunteers, supporting the 

programme of activities in Fydell House 
3. A smoothly run office 
4. A well-informed board 
5. Successful networking 
6. Financial balance 

  
  
Reward and Benefits: 
  
We offer £17,300 per year. The pay will be reviewed after 6 months to take 
account of a performance-related element, based on success with the key 
objectives of the post.  This will be a varied exciting and evolving post. 
Working hours will be flexible around 30 hours per week and in keeping with 
our policy of being a family-friendly organisation.   The requirements of the 
post will include some hours from time to time in the evening or at weekends, 
by agreement. 



BOSTON PRESERVATION TRUST 
 

Role Profile for the role of OPERATIONS MANAGER 
 

Attributes   Desirable Essential 
Aptitude for engaging and working with 
others within and outside the organisation 
 

 x 

Ability to be flexible and adaptable to the 
needs of the organisation 
 

 x 

Verbal and written communication skills 
and numeracy 
 

 x 

Computer literacy including Microsoft 
Office 
 

 x 

Bookkeeping and accounts 
 

x  

Office management 
 

x  

Ability to work with volunteers to ensure 
recruitment, retention, supervision and 
training 
 

x  

Experience with heritage matters 
 

x  

Knowledge of grant application processes 
 

x  

Familiarity with Health & Safety regulation 
 

x  

 


