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Overview 

 

Indicative Timetable: 

Advert date: 30 April 2018   

Closing date: 24 May 2018 

Short-listing complete by 15 June 2018 

Interviews held: w/c 2 July 2018 

Notification date: by 24 July 2018 

 

Eligibility:  Candidates must ensure that they are legally entitled to work in the UK. 

Time Commitment:  Time commitment will be 4-5 days per month including attending 

meetings and preparation time (20% FTE). The role of Chair involves leading five Board 

meetings per year (and additional meetings as necessary) and 2 Wilton Park Advisory Council 

meetings a year. 

  

Remuneration:   

Remuneration is set at £25,000 per annum.  

Reasonable costs of travel will be reimbursed. 

 

For information regarding the selection process, please contact Julia Shand, by e-mail:  

julia.shand@fco.gov.uk or declan.byrne@fco.gov.uk 

 

 

 

 

mailto:julia.shand@fco.gov.uk
mailto:declan.byrne@fco.gov.uk
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About Wilton Park  

 

Wilton Park is a world renowned centre for discussion where leading figures meet to advance policy 

on key global issues.  Founded in 1946 at the behest of Winston Churchill, it is an independent 

Executive Agency of the Foreign and Commonwealth Office based at Wiston House in Sussex.  The 

FCO provides Wilton Park’s core financial resources and is ultimately responsible for the success of 

its activities.  Wilton Park’s mission is to support the British Government in the resolution of global 

foreign policy challenges by bringing together the best possible range of individuals from around the 

world and from a variety of sectors.  The emphasis is on making the link between ideas, policy, and 

delivering results in a practical way, within a setting that is conducive to discussion, problem solving, 

and the formation of action plans: “Harnessing the power of dialogue to promote a fairer and a safer 

world” 

Wilton Park organises about 60 conferences a year, some of which are held overseas, with high-level 

participation from around the world and in addition, some 90 commercial events are held at Wiston 

House each year.  Wilton Park currently has 58 full time and 16 part-time staff (67 FTE) and a 

turnover of around £5m, derived from a mix of funding sources.  It is now in a period of substantial 

change and growth in activity.   

Wilton Park Board 

 

Wilton Park Board includes a Non-Executive Chair, three additional Non-Executive Directors and 

three senior FCO officials.  

 

The role of the Wilton Park Board is to oversee the leadership and direction of Wilton Park. The Board 
is specifically responsible for: 
 

 Establishing and taking forward the strategic aims and objectives of Wilton Park consistent 
with its overall strategic direction and within the policy and resources framework determined 
by the Secretary of State; Ensuring that the responsible Minister is kept informed of any 
changes which are likely to impact on the strategic direction of Wilton Park or on the 
attainability of its targets, and determining the steps needed to deal with such changes; 

 Ensuring that any statutory or administrative requirements for the use of public funds are 
complied with; that the Board operates within the limits of its statutory authority and any 
delegated authority agreed with the sponsor Department, and in accordance with any other 
conditions relating to the use of public funds; and that, in reaching decisions, the Board takes 
into account guidance issued by the sponsor Department; 

 Ensuring that the Board receives and reviews regular financial information concerning the 
management of Wilton Park; is informed in a timely manner about any concerns about the 
activities of Wilton Park; and provides positive assurance to the Department that appropriate 
action has been taken on such concerns; 

 Demonstrating high standards of corporate governance at all times, including by using the 
independent audit committee to help the Board to address key financial and other risks; 

 In consultation with the Department, set performance objectives and remuneration terms 
linked to these objectives for the Chief Executive which give due weight to the proper 
management and use and utilisation of public resources. 

 Agreeing strategy and objectives, including the Business Plan, and annual financial and other 
performance targets; 
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 Monitoring and evaluating Wilton Park’s delivery of strategic objectives and performance 
targets, including continuous risk assessment; 

 Advising on the allocation of financial and human resources, and the management of risk; 

 Ensuring that the planning, performance and financial management of Wilton Park is carried 
out efficiently and effectively; 

 Overseeing the process of change, encouraging innovation, and enhancing Wilton Park’s 
capacity to deliver;  

 Ensuring that Wilton Park is run in a way consistent with FCO values and the Civil Service Code; 

 Agreeing Wilton Park’s Annual Reports and Accounts; 

 Agreeing, together with the FCO, any appointments and term extensions for Members of the 
Wilton Park Advisory Council; and 

 Proposing or agreeing any amendments to the Framework Document. 
 

Wilton Park Advisory Council 
 
Wilton Park Advisory Council‘s (WPAC) task is to ensure that Wilton Park meets the highest intellectual 
standards and maintains its reputation as a global centre of excellence. The WPAC checks that the 
programmes are relevant to global issues and situations, and monitors the quality of delivery. 
 
The WPAC consists of a wide range of experienced individuals drawn from members of parliament, 
the academic world, the media, trade unions, business, non-governmental organisations and 
institutions concerned with international relations. 
 

 

You can find out more about Wilton Park by visiting its website at: www.wiltonpark.org.uk 

 

 

 

 

 

 

 

 

  

http://www.wiltonpark.org.uk/
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Role and Responsibilities of Chair 

 

WILTON PARK BOARD: CHAIR JOB SPECIFICATION 

 

The Chair’s primary duty is to chair and lead the Wilton Park Board and Advisory Council in the 
successful performance of their functions and ensure that together they set, implement and monitor 
Wilton Park’s delivery against its purpose and specific targets.  Responsibilities include: 
 

 Formulating the Board’s strategy and shaping meeting agendas for the Wilton Park Board and 
Advisory Council; 

 Ensuring the Wilton Park Board provides appropriate advice, support and constructive 
challenge to the Chief Executive whilst taking account of guidance provided by the responsible 
Minister or the Department; 

 Promoting the efficient and effective use of staff and other resources;  

 Delivering high standards of regularity and propriety; 

 Representing the views of the board to the general public; 

 Providing an Annual Report to the FCO PUS on the work and impact of Wilton Park over the 
previous twelve months; 

 Ensuring members of the Wilton Park Board and Advisory Council receive the necessary 
information to enable them to perform their duties; 

 Helping shape Wilton Park Board and Advisory Council composition and making provision to 
evaluate Board/Council performance; 

 Networking at the highest level, developing and sustaining new strategic partnerships; 
promoting and explaining the aims and policies of Wilton Park to the outside world; 

 Identifying new funding opportunities for Wilton Park in order to broaden the funding base; 
and 

 Providing continuity of oversight and direction for Wilton Park. 
 

 

Person Specification 

 

Person Specification 

The ideal candidate will have: 

 The ability to demonstrate senior strategic leadership at Board / Executive level of a major 

commercial or public / third sector organisation 

 A keen interest in HMG’s strategic foreign policy priorities and a commitment to advancing 
the agenda on international issues 

 

 Experience of networking at the highest level and awareness of how to use networks for 
fundraising 
 

Other highly desirable qualities would be: 

 Up-to-date knowledge of finance and governance issues across the public and private sector 

 Experience of delivering operational results in a significant organization and monitoring and 

evaluation of organisational impact 
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 Knowledge and experience of delivering a commercial service  

 Ability to demonstrate commitment to team working and the success of an organisation 

 Commitment to diversity and equalities 

We particularly welcome applications from women and people from black and minority ethnic 

communities. 

On appointment 

 

Remuneration/Expenses 

 

Remuneration is set at £25,000 per annum.  

Reasonable costs of travel will be reimbursed. 

Appointment and tenure of office 

The Non-Executive Chair is appointed by the Secretary of State for an extendable five year contract, 

subject to Ministerial approval.  

Time commitment   

 

Time commitment will be 4-5 days per month including attending meetings and preparation time 

(20% FTE). The role of Chair involves leading five Board meetings per year (and additional meetings 

as necessary) and 2 Wilton Park Advisory Council meetings a year. 

 

Board and Council meetings will be held in London or at Wilton Park.  

 

Candidates should ensure they can meet these commitments before applying, though please ask for 

reasonable adjustments if any need to be made. 

 

Security clearance 

 

Satisfactory Security Check vetting is a condition of taking up the appointment. 

 

Conduct 

 

Applicants must confirm and apply the “Seven Principles of Public Life” set out by the Committee on 

Standards in Public Life (see Appendix), and the Cabinet Office’s “Code of Conduct for Board 

Members of Public Bodies”, which is available at www.cabinetoffice.gov.uk/content/public-bodies-

and-appointments.  

 

Conflict of Interests and political activity 

You should note particularly the requirement to declare any conflict of interest and relevant political 

activity in advance and during the course of Wilton Park’s business, and the need to declare any 

http://www.cabinetoffice.gov.uk/content/public-bodies-and-appointments
http://www.cabinetoffice.gov.uk/content/public-bodies-and-appointments
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relevant business interests, positions of authority or other connections with organisations relevant 

to the business of Wilton Park. Please fill in the relevant sections of the Public Appointment 

Monitoring Form (attached separately). 

 

If you are successfully appointed to the post a brief summary of your career/experience and details 

of your response to the Political Activity Declaration will be included in any announcement of your 

appointment. 

 

How to apply  

 

Equality of opportunity - We welcome applications from all sections of the community and from people 

with diverse experience and backgrounds. 

 

How to apply - All applicants are required to submit a letter detailing their experience against the 

specification and relevant skills together with a full CV.   Please also provide the names and contact 

details of two referees who can be contacted if you are short-listed for interview. If alternative formats 

of this information pack and the monitoring form (below) are required, please contact us at an early 

stage well before the closing date for applications. Applications must be received by the closing date. 

Late applications will not be considered. Contact details: Julia Shand, email: julia.shand@fco.gov.uk  and 

Declan Byrne, declan.byrne@ fco.gov.uk  

 

Public Appointment Monitoring Form 

 

All applicants for a public appointment should complete a Public Appointment Monitoring Form, 

attached separately.  

 

This form will be kept separate from your application form and will not be seen by the sift or interview 

panel. Assessment of your suitability for the post is made purely on the information you give on the 

application form and your performance at the interview should you be invited. Appointments are 

made strictly on merit. 

 

Please send your completed applications by email to julia.shand@fco.gov.uk and declan.byrne@ 

fco.gov.uk or by post to: 

 

   Julia Shand/ Declan Byrne 

   Soft Power and Strategic Engagement Department 

   Foreign and Commonwealth Office  

   King Charles Street 

London  

SW1A 2AH  

 

Applications will be acknowledged by email.  All applicants will be contacted again after the closing date.  

 

 

mailto:julia.shand@fco.gov.uk
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Disability Confident Scheme 

Under the Disability Confident Scheme if a disabled candidate meets the minimum criteria for the role 

they should be given the opportunity to demonstrate their ability at interview. If you consider yourself 

to have a disability as defined under the Equality Act 2010 and wish to apply for consideration under 

the scheme, please complete the declaration in the monitoring form and return it with your 

application.  

 

 

How we will handle your application  

 

We will deal with your application as quickly as possible and will advise you of the likely timetable at 

each stage.  After the closing date for applications: 

 

 We will acknowledge receipt of your application (by email if provided) and check it for 

completeness and eligibility. Late applications will not be accepted;  

 We will then assess your application to see the extent to which you have the qualities and 

expertise specified for the post before it is passed to the Advisory Assessment Panel for 

consideration; 

 The Advisory Assessment Panel will be chaired by Peter Jones, Chief Operating Officer of 

the FCO, and will also include Julia Bond, Non-Executive Director, FCO Board, and Rosie 

Varley, an independent panel member; 

 We will write to let you know whether or not you will be interviewed. Interviews will be 

held in central London, and the timing is yet to be confirmed, but will likely be held w/c 2 

July. Please check if you are able to attend this interview, if not, please contact us on the 

details below to discuss; 

 References will be requested if you are short-listed for interview. References will be in 

respect of the qualities and skills required for the job; 

 At the interview, the Panel will explore your experience and expertise and ask specific 

questions to find whether you meet the specified qualities; 

 The Panel will decide which candidates are appointable and will forward their names to the 

appointing minister who will make the final decision. Formal appointment to the Wilton 

Park Board is made by the Secretary of State for Foreign and Commonwealth Affairs.  If 

successful, you will receive a letter confirming your appointment. If unsuccessful, you will 

be notified; 

 If your application is unsuccessful and you would like feedback, please write to the FCO  in 

the first instance at : 

 

Julia Shand 

 Soft Power and Strategic Engagement Department 

 Foreign and Commonwealth Office  

 King Charles Street 

London  

SW1A 2AH  
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For any queries about your application, please e-mail julia.shand@fco.gov.uk or 

declan.byrne@fco.gov.uk 

 

Complaints  

 

If you are not completely satisfied with the way your application is handled at any stage of the 
competition, please raise any complaint in the first instance with:   
 

 Julia Shand 

Soft Power and Strategic Engagement Department  

 Foreign and Commonwealth Office  

 King Charles Street 

London  

SW1A 2AH  

 
We will reply to your complaint within 20 days.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:julia.shand@fco.gov.uk
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Appendix: The seven principles of public life 

 

All applicants for public appointments are expected to demonstrate a commitment to, and an 

understanding of, the value and importance of the principles of public service. The seven principles 

of public life are:  

 

Selflessness 

Holders of public office should act solely in terms of the public interest. They should not do so in 

order to gain financial or other benefits for themselves, their family or their friends. 

 

Integrity 

Holders of public office should not place themselves under any financial or other obligation to 

outside individuals or organisations that might seek to influence them in the performance of their 

official duties. 

 

Objectivity 

In carrying out public business, including making public appointments, awarding contracts, or 

recommending individuals for rewards and benefits, holders of public office should make choices on 

merit. 

 

Accountability 

Holders of public office are accountable for their decisions and actions to the public and must submit 

themselves to whatever scrutiny is appropriate to their office. 

 

Openness 

Holders of public office should be as open as possible about all the decisions and actions that they 

take. They should give reasons for their decisions and restrict information only when the wider 

public interest clearly demands. 

 

Honesty 

Holders of public office have a duty to declare any private interests relating to their public duties and 

to take steps to resolve any conflicts arising in a way that protects the public interest. 

 

Leadership 

Holders of public office should promote and support these principles by leadership and example. 


