	
	
	




	
	
	





	
[bookmark: _Hlk185500031]Trust Services Officer
	About the Team and the Role
The role provides accurate, timely and person-centred administration that enables Mencap Trust Company (MTC) to deliver high-quality trust services for people with a learning disability, autistic people and their families.
The role holder will:
· Process trust requests, invoices and payments accurately and promptly, following agreed procedures and escalating delays, concerns or exceptions to the Trust Services Administration Manager. This will be the primary focus of the role.
· Monitor shared inboxes, post and routine enquiries, responding where appropriate and making sure matters are recorded, allocated or escalated without delay.
· Maintain accurate and complete trust records on CCH Central, SharePoint and other systems, ensuring correspondence and supporting documents are saved in the correct place.
· Provide a warm, helpful and accessible service to beneficiaries, families, colleagues and professional contacts, adapting communication to individual needs.
· Support wider trust services, compliance and onboarding activity, beneficiary communications and other scheduled work by preparing information, checking records and following up agreed actions.
· Handle personal and financial information securely and in line with Mencap policies, data protection requirements, safeguarding responsibilities and team procedures.
· Contribute ideas and practical support to improve administrative processes, templates, systems and the accessibility of the service.
· Report to the Trust Services Administration Manager and work flexibly with the wider trust services team, providing cover and support and undertaking other reasonable duties across Mencap Trust Company as required.
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AI-generated content may be incorrect.]What you will bring to the role (Essentials)
· Strong administrative and organisational skills, with the ability to manage competing tasks, follow processes and meet deadlines.
· Experience of producing accurate work involving documents, records, data entry, checking and follow-up.
· Excellent attention to detail and confidence working with numbers, personal information and financial documentation.
· A warm, patient and helpful approach, with good written and verbal communication skills and the ability to adapt communication for different people.
· Ability to build professional working relationships with beneficiaries, families, colleagues and external organisations.
· Ability to work well as part of a small team, use initiative within agreed boundaries and ask for guidance or escalate concerns when needed.
· Confident IT skills, including Microsoft Word, Excel, Outlook, SharePoint and Teams, with the ability to learn new systems and tools.
· Understanding of confidentiality, data protection and safeguarding when working with people who may be vulnerable.
· A practical, flexible and positive approach to solving problems and improving how administrative work is delivered.
· A commitment to Mencap’s values and to providing accessible, respectful and person-centred services for people with a learning disability and their families.

What you will bring to the role (Desirable)
· Experience of administration in a trust company, legal, financial, banking, investment, charity or other regulated environment.
· Experience of preparing and processing financial payments.
· Experience of communicating with or supporting people with a learning disability, autistic people or their families.
· Understanding of discretionary trusts and their role in supporting vulnerable people.
· Experience of anti-money laundering, identity verification, source-of-funds checks or similar compliance processes.
· Experience of using CCH Central or a comparable case-management, customer relationship or records system.
Please note: This job description is not intended to be exhaustive. Duties and responsibilities may evolve over time to reflect the needs of the organisation and the role.

Location: This is a full time, office-based role located at 20-22 Commercial Street, London E1 6LP.
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“This isn’t just a job - it’s a chance to help change the lives of people 
with a learning disability and their families. If you’re passionate about 
making a difference, join Mencap in building a more inclusive future.”




	Mencap and our Commitment to Safeguarding
Mencap and Mencap Trust Company are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff and volunteers to share this commitment. 
Successful applicants will be subject to appropriate pre-employment checks, including references and an enhanced Disclosure and Barring Service (DBS) check. 
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