
President: Alderman Emma Edhem, Chairman: James de Sausmarez, Treasurer: Stuart Somerville, Hon. Secretary: Mary Connolly 

 

THE CANDLEWICK WARD CLUB 

 

Founded 1670 

Reconstituted 1739 

 

Candlewick Ward Club: Honorary Secretary 

Candlewick Ward Club is the oldest ward club in the City of London, and this year celebrates the 

350th anniversary of its foundation. It currently has around 150 members and prides itself on its 

friendly welcoming atmosphere.  The highlight of the year is the Club’s Annual Breakfast held on the 

first Friday of December in Guildhall.  The Club also arranges several other functions and social 

events each year.  

The Honorary Secretary is responsible for the organisation of the Club and its events, working in 

close collaboration with the Chairman and Honorary Treasurer, and for ensuring that the Club 

functions effectively and efficiently. The Honorary Secretary is the primary point of contact for 

members and thus plays a critical role in conveying the Club’s culture and values.  

As the Club has no premises most administrative work will be conducted from home, but attendance 

is expected at meetings and events in the City of London and elsewhere. 

The appointment is on a voluntary basis but an honorarium is paid and out of pocket expenses are 

reimbursed.  

 

Main Responsibilities: 

1. Membership matters: maintain membership records; deal with applications to join, seek 

approval; subsequently notify applicants; update membership records.   

2. Committee meetings: agree dates & arrange twice yearly main Committee meetings; book 

room at Guildhall; set agenda & email to Committee; attend meeting, arrange refreshments; 

take & circulate minutes.  

3. Event Committee meetings: agree dates & venue & circulate sub-committee; attend meeting; 

take & circulate minutes. Take follow-up actions.                                                     

4. Annual Breakfast (approx. 200 attendees): the Club’s main annual function requiring advance 

booking of venue & church. All planning and detailed organisation from September onwards. 

(Detailed guidance is available.) 

5. Other Club functions & events: agree calendar of events with Chairman and work with 

Chairman to organise events, including booking venues, budgeting each function, preparing 

& issuing flyer to members, dealing with bookings, preparing attendee list with menu choices.  

Attend each function and meet & greet. Prepare final account.   

 

Essential Requirements for Candidate: 

1. Excellent proven organisational skills, including experience of arranging large scale events 

and budgeting for such events. 

2. Good computer skills, especially around mass emailing and other communications with 

members, preparing Word documents and Excel spreadsheets. 

3. Friendly, outgoing personality and a willingness to interact with members in person and by 

email and telephone.  

4. An interest in the City of London and its history and institutions, and a willingness to build a 

network of City contacts relevant to the Club. 

Closing date for applications: Monday 14 September 2020.  To express interest or request 

further information please email barbara.abraham@dunelm.org.uk   
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