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Scottish Older People’s Assembly [SOPA]
 Lead Officer Job Description
Job Title:		SOPA Lead Officer
Responsible to:	Chair of the Board of Trustees
Salary scale: 		£38k-£40k per annum pro rata
Working hours: 	28 hours per week 
Location:  	Eric Liddell Centre, 15 Morningside Road, Edinburgh, EH10 4DP and Hybrid Working
Term:	Fixed Term until end September 2024
Our Mission
The Scottish Older People's Assembly [SOPA] exists to give a strong voice to older people about their experience of life in Scotland, the challenges they face and concerns they have, and to celebrate the positive contribution that older people make to society. SOPA is a small charitable organisation with 2 staff members – the Lead Officer and a Project Officer employed to deliver Age Friendly Communities. There is no organisational administration support. 
Membership
SOPA is a membership organisation with over 60 active Members.
There are two categories of membership: 
Full membership – open to organisations involved in any aspect of promoting the voice and experience of older people 
Associate membership – open to other bodies (whether public sector or private sector) and to individuals. 
The Role
· To lead, promote and organise the Membership events for SOPA throughout the year including the annual Assembly, Reception and all outreach events.
· To manage and update the SOPA Membership databases, social media accounts, website and produce quarterly newsletters to ensure Members are engaged, informed and involved in SOPA activities and the Membership is growing year on year.
· To ensure compliance with legal and regulatory requirements and deliver good practice in all aspects of the Charity’s work, including reporting to funders for our work and meeting all funding conditions including the reporting requirements and the evaluation. 
· To support SOPA’s activities as it seeks to grow and develop its resources and develop itself as the voice for older people championing new opportunities and partnership development.

· To influence and represent the Charity externally at a high level, including within the older people networks, with Scottish Government and at a regional level. Build effective partnerships with others who align to our values and philosophy.

· To develop a motivational, happy, supported and empowering culture which reflects the integrity and values of the Charity which continually motivates staff and volunteers to achieve excellence. 

· Foster good working relationships and ensure systems and structures are in place for the Board of Trustees to fulfil its statutory responsibilities and exercise effective control of the Charity’s affairs.
· To work with the Chair to ensure that the Board of Trustees continues to evolve and has an appropriate mix of skills and experience to oversee the performance of the Charity’s existing operations and to deliver its strategic objectives.
· Liaise with the Board of Trustees to ensure that the Charity’s overall governance structure, policies and procedures are appropriate and effective, taking remedial measures and implementing changes as necessary, including managing and reporting risk. 
· Attend all Board Meetings, preparing written reports to a high standard, in advance of these meetings as agreed with the Board of Trustees. 
· Develop and maintain operational policies and procedures, reviewing and updating scope and content to meet legal, regulatory and best practice requirements.
· To work with the Board of Trustees in relation to the development of the Charity’s strategic vision, mission and values and be responsible for leading the implementation of it.
· Ensure that rigorous and effective processes are in place to meet and monitor strategic objectives and provide regular reports to the Board of Trustees on the progress of the strategic plan.
· To grow the income and resources of the Charity through fundraising and income generation.
· Prepare the financial reporting to the Board of the Charity’s financial position, and make recommendations in respect of financial management, drawing on the expertise of external advisers, where appropriate. 
· To work to raise the profile of the Charity with external stakeholders, representing SOPA to a high professional standard including in print, social media and broadcast media. 
· To agree annual performance objectives with the Chair of the Board.
To undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities of the post.
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