
JOB DESCRIPTION 
 
 
Title: Scheme Manager (Traditionally known as 'Matron' of Trinity Hospital)  
Reports to: The Bailiff and Estates Manager 

Based at: Trinity Hospital, Hospital Road, Retford, Nottinghamshire, DN22 7BD. 

 
Purpose of the Role:  

As a member of a small welfare team, to assist in meeting the welfare needs of the 15 
residents (known as the Brethren), to promote a sense of community whilst supporting 
and encouraging each resident to live independently, and to help to fulfil the intention 
of Dr John Darrel, the Founder and Benefactor of Trinity Hospital.  

 
 
Key Responsibilities: 
 
Residential: 
 

• To reside in the accommodation at Trinity Hospital known as ‘Matron’s Cottage’  
 
Welfare and Caring: 
 

• To build and cultivate a positive working relationship with the residents based on 
openness, honesty, and trust, respecting their privacy and maintaining confidentiality. 

• To make daily morning contact with each of the residents in their cottages and keep a 
daily record. 

• To maintain confidential records of residents’ medication, dietary needs and General 
Practitioner contact details, and the contact details of their Next of Kin/first contact.  

• To inform a resident’s Next of Kin/first contact of any serious illness, hospitalisation 
or death. 

• To support and encourage the Christian ethos of Trinity Hospital and its daily chapel 
services 

• To respond supportively to the residents’ general welfare needs and assist them in 
living independently.  

• When in residence to respond to all emergency calls and take appropriate action.  
• To visit residents when they are unwell and call medical support, if required.  

 
House Keeping: 
 

• To clean and tidy the public areas, including the Chapel, the Audit Room, the Darrel 
Room, the main corridor, the parlour and public bathroom. 

• To welcome visitors and guests for formal and informal events. 
• To identify any maintenance issues and inform the Estates Office as soon as practicable. 
• To ensure the security of the Hospital building, including the Chapel. 
• To assist the residents in using the laundry and to ensure that it is kept clean and tidy. 
 

PTO 
Organisation: 



 
• To prepare the Audit Room, Darrel Room or other venue on the premises for social 

events, including the Epiphany, Trinity and Founder’s Day Feasts. 
• To plan (with the Bailiff) and execute a programme of social events and outings for 

the residents. 
 
Communication and Collaboration: 
 

• To establish a forum in which residents can share ideas on enhancing the environment 
of Trinity Hospital. 

• To maintain regular contact with the Chaplain on resident and Hospital related welfare 
matters.  

• To maintain regular liaison with the Overseer on resident related matters. 
• To attend quarterly staff meetings with the Master Governor, Bailiff and Chaplain. 
• To liaise with appointed caterers for social events 
• To notify the Bailiff of any periods of absence and discuss arrangements for suitable 

cover.  
 
 
 
 
 
This job specification and the accompanying person profile are an outline of the tasks, 
responsibilities and outcomes, and the personal qualities and skills, required of the role. The 
post holder should also be ready and willing to undertake any other reasonable tasks or 
activities as specified by the Bailiff.  
 
The job description and person profile may be reviewed on an ongoing basis in accordance 
with the developing needs of Trinity Hospital. 
 


