Chief Executive Officer

Hours: 20 per week (over 4-5 days)
Pay/Grade: SJC point 41-45 £40,224 - £44,246
Accountable to: The Chair of the Executive Committee
Aim

The aim of the post is to take a leadership role in managing the strategic and operational functions and development of the organisation, within the strategic direction set by the Executive and to take overall responsibility for service delivery, staff management and the effective running of the organisation.

Key expectations of all staff

· To act at all times within the Policies and Procedures laid down in the organisation’s Policy Handbook.

· To strictly adhere to the Confidentiality Policy, bearing in mind that any breach of the policy will be a breach of contract and is likely to constitute gross misconduct.

· To be aware of, and act responsibly in relation to, Health & Safety matters in order to protect and promote the health and safety of clients, staff and other stakeholders.

· To act within the best interests of the organisation in all contact with clients, staff and other stakeholders and to behave in a manner which reflects the trust placed on you as a staff member of the organisation.

Main tasks and expected outcomes

Finance and Funding

· Ensure the careful management of the organisation’s finances, including applications to appropriate funding bodies and timely and effective reporting procedures

· Undertake monthly reconciliation of bank account and all required banking tasks including payments
· Assist with the preparation of end of year accounts 

· Plan for future financial resources to meet service developments
· Take responsibility for all PAYE, pension procedures, HMRC returns, sessional staff payments, and all expense payments.
Personnel

· Ensure all staff and volunteers are recruited fairly and receive appropriate induction and training

· Ensure that adequate support and supervision is in place for all staff  and that all annual reviews are carried out

· Oversee needs led learning and development across the organisation 

· Take responsibility for all disciplinary procedures

· Ensure that complaints are dealt with appropriately

Service delivery and development

· Ensure all service delivery is effective and of a high quality.

· Ensure that all clients are treated with respect and integrity in all their contact with the service.

· Ensure the safety, well-being and protection of all clients and children who have contact with the service.

· Build good relationships with referrers and potential referrers to the service
· Identify opportunities for service development and lead on development opportunities.

· Ensure the needs expressed by clients are influential in areas of service development.

· Maximise the opportunities provided by partnership working as appropriate and possible.

· Work constructively with the Executive to develop all aspects of the organisation.

· Ensure adequate and accurate statistical information is collected and analysed in order to provide useful management and development information.

Accountability

· Liaise with the Chair Person and/or appointed Executive Member

· Keep the Executive Committee informed and updated

· Assist and provide advice to the Executive

Administration 

· Ensure the optimum use of planning, organisation and systems to enhance the administration of the service

· Comply with OSCR and applicable legislation.
Networking and PR
· Attend national body meetings

· Attend other local and national meetings as appropriate

· Respond to national consultation papers and papers from the national bodies.

· Ensure adequate networking across voluntary and statutory sectors across the Scottish Borders and throughout Scotland
· Develop opportunities for PR and marketing of the organisation and its services, and of raising awareness to the public and other stakeholders

· Oversee the quality and accuracy of all in-house publications

· Political influencing and awareness raising through correspondence, meetings and events

Resource management

· Ensure premises and equipment are fit for use.

· Ensure adequate insurance is in place

· Ensure Health and Safety and Wellbeing Policies are in place and adhered to.

Person Specification

Qualifications
· Educated to degree level or equivalent

· A relevant management qualification or extensive relative management experience

Experience & Knowledge

· Experience of managing an organisation at strategic level
· Experience of financial/budget control and risk management

· An understanding of PAYE and pension requirements

· Strong people management skills

· Successful record of grant funding and competitive tendering
· Experience of the strategic development of Third Sector organisations
· Ability to manage change and development

· Commitment to high professional standards and first class customer care

Skills & Personal Qualities

· Excellent verbal and written communication skills, including public speaking and report writing
· Organisational and administrative skills

· Ability to work under pressure

· Ability to work flexibly and proactively

· Sound IT skills including Microsoft Word, and Excel

In addition to the above essential requirements, experience of the following is desirable:

· Knowledge of the work of Relationships Scotland

· Ability to drive and access to a car.

