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Job Profile

JOB TITLE:  Chief Executive Officer 
SALARY : £45,000
REPORTS TO: Board of Directors, and line managed by Chair
RESPONSIBLE FOR Leading on strategic and operational functions of the organisation.

[bookmark: _GoBack]BASE: Based in the main CACE offices in Cumbernauld, but currently working mainly from home
HOURS OF WORK: 35 hours per week worked flexibly to include evening and weekend work when required
HOLIDAYS: 28 days plus 9 public holidays
PENSION: CACE offers a 3% pension contribution
PROBATION: 6 months
CONDITIONS: Refer to staff handbook for full conditions
DISCLOSURE: This post is subject to satisfactory references and disclosures as required


Background
CACE is the operating name of Cumbernauld Action on Care of the Elderly) and we were established 31 years ago. We are the main third sector provider in Cumbernauld of services and activities for people over the age of 65 and in the past few years our work has extended into Kilsyth and the Northern Corridor areas of North Lanarkshire also. 
Our activities include the provision of Daycare, activity groups, befriending and volunteering. We also run a Community Transport fleet of minibuses which enables us to offer door to door transport for service users and is also available for hire to other community groups. During the lockdowns in 2020 and 2021 we adapted to deliver predominantly telephone based support supplemented with the distribution of activity packs and we utilised our transport to deliver food parcels and meals in partnership with local organisations. We also began trialling digital based support. As restrictions eased we restarted face to face activities and are continuing to adapt these to ensure that we maintain an agile range of services able to offer face to face activity or distanced support. 
In addition, we are the Community Solutions Consortium Host for the North Area, which includes co-ordinating a small grant fund.

Our Vision
To live in a community where older people are valued and supported to enjoy a good quality of life and live independently at home.
Our Mission
To enhance the wellbeing, and quality of life for older people in Cumbernauld and the surrounding area.
JOB PURPOSE:
To provide strong and effective leadership to the organisation, supporting the Board of Directors to fulfil their responsibilities in the governance of the Charity. To work with the Board and managers to develop and implement effective business strategy, plans and targets which support our mission to enhance the quality of life for older people in the area and ensure long term sustainability. The role is responsible for effective oversight of the services, finance, facilities and staff.

Key Accountabilities and Activities

Service Excellence
· Champion the aims and objectives of CACE.
· Identify and exploit new opportunities that are in line with the charitable aims of CACE.
· Ensure the service is delivered in line with appropriate standards and best practice frameworks. This includes regular monitoring and evaluation of activities.
· Undertake such duties as may be required by CACE's Board that are consistent with the overall aims of the post.

Strategic Management
· Provide effective leadership to deliver the agreed vision, strategy values and specific objectives of CACE.
· Work with the Board to ensure that CACE has a clear strategic direction informed by staff, volunteers and service users.
· Ensure the charity stays abreast of legal, social and policy and administrative developments affecting it and advise the Board accordingly
· Integrate and implement the plans and strategies of the Charity to ensure continuity, awareness of relevant social and political developments and that it is responsive to what older people tell us about their needs
· Initiate relevant policy discussions and consultation exercises required to make informed decisions.
· Advise the Board on policy and resource issues arising from the implementation of CACE’s
Strategic Plan and ensure it has sufficient resources and guidance on matters concerning governance, compliance with law and finances.
· Effectively assist the Board to acquire appropriate skills to provide good governance.
· Make proposals to the Board on the goals, aims and objectives, (short, medium and long term) of CACE.
· Research and procure funding opportunities, to ensure the economic viability and development of CACE.
· Review and evaluate the overall performance of the Charity, taking action where necessary.

Financial Management
· Be accountable for ensuring that appropriate accounts are kept in line with current legal
requirements and recommended good practice.
· Ensure the timely and complete preparation of the annual audited accounts and Annual
Report.
· Supervise and co-ordinate funding initiatives and applications.
· Effectively manage the overall budget and resources of the Charity as a whole.
· Authorise salary, invoice payments and contractual agreements in line with policies and procedures.
· Authorise and make payments using online banking facility and / or credit card as required

Report Management
· Develop, introduce and instil policies and procedures to create and maintain a consistent work culture.
· Monitor quality assurance of the services in line with any conditions of funding agreements and with appropriate policies and procedures.
· Supply all reports required by the Board in the exercise of its responsibilities, in accordance with OSCR regulations and current legislation.
· Ensure that records and information systems are efficiently maintained and in line with GDPR requirements.

Managing Relationships
· Develop and build relationships with relevant Local Authority and Health and Social Care partners and other third sector and community organisations
· Liaise with the Chair and Board members to ensure an effective working relationship is developed and maintained.
· Promote the Charity through interpersonal relations with all external stakeholders and at a variety of events and networks
· Maintain the principle of confidentiality and equal opportunity in all aspects of the work.
· Support the work of the Locality Lead post to deliver Community Solutions work in line with our funding agreement

Management and Development of Staff
· Effectively manage and develop staff, in order to meet the agreed plans and strategies through supervision, and delivery and development plans.
· Provide effective leadership, supervision and direction to staff, ensuring CACE staff, volunteers and its Board comply with all relevant company and charity law.
· Build a staff culture where everyone is valued and equipped to do their job.
· Ensure all staff adhere to policies and procedures contained within their terms and conditions of employment and employee handbook.
· Oversee staff training programmes ensuring staff are treated fairly and their potential is reached and ensuring an appropriate return on investment.
· Ensure staff recruitment and induction is carried out legally and fairly 
· Be accountable for CACE’s Health and Safety policy ensuring that employees are aware of and follow health and safety procedures within all aspects of their work, and promoting a workplace culture that is positive to good health and safety.
· Ensure that staff holidays, time off in lieu, expenses, and other working arrangements are authorised appropriately.
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