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Scottish Older People’s Assembly [SOPA]
 Lead Officer Person Specification
	Attributes
	Essential
	Desirable

	Qualifications

	Management
· Any award in management that is certificated at or above SCQF Level 9* (min 60 credits) and mapped against the National Standards: Leadership and Management 
	Drivers Licence and access to car


	Proven Experience



	1. Significant senior experience in a related role
2. Significant experience of operating in a senior leadership position
3. Ability to organise & manage significant events
4. A person-centred approach 
5. Significant experience and a demonstrable track record in developing, growing and successfully delivering Member Services
6. Experience of working closely with a Board or equivalent, advising and guiding robust decision making and preparing Board Papers
7. Experience of financial management including forecasting, budget setting, business planning and monitoring income and expenditure and knowledge of spread sheets

8. Experience of risk strategy and management
9. Experience of fundraising & income generation
10. Experience of CRM Systems, managing social media accounts, writing newsletters, Eventbrite, etc
11. Knowledge of organisational administration, evaluation and reporting
	1. Demonstrable experience of managing staff 
2. Experience of working in older people Services
3. Experience of working with Scottish local authority and or Public Sector
4. Understanding of current policy frameworks in Scotland for older people
5. Robust knowledge of charity governance, policies and statutory requirements.


	Knowledge, Skills and Abilities


	1. Proven leadership and management skills
2. Proven written and verbal communication skills 
3. Proven financial skills in preparation and control of budgets
4. Excellent organisational skills and ability to prioritise multiple tasks
5. Understanding of older people issues
6. Knowledge of the issues, policies and legislation within Scotland affecting older people’s needs
7. Knowledge of models of evaluation and quality assurance of training and trainers
	1. Project management experience



	Other Attributes



	1. Strong team player
2. Able to work under own initiative and work effectively with a Board or equivalent
3. Confident, tactful and diplomatic
4. Committed to working to achieve the charity’s vision and working within the agreed values and code of conduct
5. Emotional intelligence and empathy
6. Influencing skills
7. Ability to coach & mentor staff
8. Ability to performance manage
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