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Application Pack
Head of Corporate Services 

(21 hours per week)
Dear Applicant

Head of Corporate Services  
(21hrs per week)

Thank you for your interest in the above post.

Please find attached all the relevant information you will need to complete your application.  Please do not send your CV.  

We can only consider applications which are submitted on the enclosed application form by e-mail to recruitment@relationships-scotland.org.uk or by post to:

Private and Confidential

Diana Sinclair
Relationships Scotland 

18 York Place 

Edinburgh EH1 3EP

The closing date for completed applications is Friday 9th September and interviews will be held on Wednesday 21st September at 18 York Place in Edinburgh.  

We look forward to receiving your application.


Relationships Scotland

Relationships Scotland

The Relationships Scotland Network consists of the National Office in Edinburgh and 21 Member Services covering all of Scotland.  We provide face-to-face support to around 18,000 people each year. 

Stable relationships matter. It has been estimated that relationship breakdown costs the Scottish economy around £3.5bn each year (Relationship Foundation, 2020) and that for children, conflict between parents can lead to increased anxiety, depression, aggression, hostility, anti-social behaviour and criminality, as well as deficits in academic attainment (Harold, Aitken and Sheldon, 2007). Scotland has increasingly diverse family structures and the status and nature of our relationships are also changing. Poor quality couple relationships act as a risk factor that can contribute to worsening health (Robies and Kiecolt-Glaser, 2003). 

Over 45,000 people contact the Relationships Scotland Network each year. Our works focuses on prevention, early intervention and child protection. We provide relationship counselling, family mediation, child contact centres and other related forms of family support across all of Scotland.

Around 900 people are actively involved in the delivery of our services across Scotland, including around 400 volunteers.

Our Vision
Our vision is for Positive and Respectful Relationships to be at the Heart of Scotland

Our Values

We are committed to:

Working to the highest possible standards in accordance with the requirements of professional bodies

Respecting and valuing diversity in our clients, practitioners, staff members and volunteers

Working positively and creatively in equal partnership with all other members of the Relationships Scotland Network

Working in partnership with other organisations and individuals who share our aspirations for the people of Scotland 

Being transparent and accountable, acting with openness and integrity at all times 

Summary of Key Terms and Conditions

Permanent Contract of Employment 

Three Months Probationary Period

30 days Annual Leave (pro-rata)
7 Public Holidays (pro-rata)
Pension

Relationships Scotland complies with its employer pension duties in accordance with Part 1 of the Pensions Act 2008 and accordingly operates a Group Personal Pension. If you are eligible you will be automatically enrolled into the scheme at the beginning of the month in which you will have been employed for three months. During the first three months of employment eligible staff may join the scheme on request.  If you choose to join the scheme or are automatically enrolled, we will make contributions based on 10% of your basic pay. You may make additional employee contributions and there is no minimum level of employee contribution required to participate.
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Head of Corporate Services
£40,626 - £45,720 (pro-rata) 
(Part-time, 21 hrs per week)

Edinburgh 

The Relationships Scotland Network is the largest provider of family and relationship support in the country. We offer relationship counselling, family mediation and child contact centres through a network of 21 Member Services across Scotland, which provide face-to-face to support to around 18,000 people each year.

We are looking for a highly skilled and motived person with significant financial management experience to provide the lead role in our finance, IT and HR functions.   

The closing date for completed applications is Friday 9th September and interviews will be held on Wednesday 21st September at 18 York Place in Edinburgh.  

If you would like an informal discussion about this post, please call our Chief Executive Stuart Valentine on 07823 774 755 or e-mail stuart.valentine@relationships-scotland.org.uk   

We are an equal opportunities employer. 

Scottish Charity Number SC038683

RELATIONSHIPS SCOTLAND

Job Description

This job description describes the practical purpose and main elements of the job.  It is a guide to the nature and main duties of the job as they exist currently, but is not intended as a wholly comprehensive or permanent schedule.

	1. JOB DETAILS

Job Title:
Head of Corporate Services
Department: Corporate Services

Reports to:
Chief Executive
                          

Reporting to job-holder: Corporate Services Administrator


	2. OVERALL PURPOSE OF THE JOB – 
To design, deliver and monitor corporate systems and processes to ensure they are efficient and effective and discharge legal and statutory requirements.

To provide professional guidance and advice to all other parts of Relationships Scotland in these areas.



	3. JOB DIMENSIONS

Structure:

 SHAPE  \* MERGEFORMAT 



Budgets: Responsibility for the management of the full budget of Relationships Scotland, approx. £2,500,000 per annum.



	4. PRINCIPAL ACCOUNTABILITIES – 

Leading on financial planning and financial management including:

1. Preparing annual budgets and cash flow forecasts as required

2. Preparing and interpreting quarterly management accounts

3. Processing of monthly salaries

4. Producing the annual accounts for the audit

5. Co-ordinating corporate and business planning initiatives

6. Liaising with our HR advisors to ensure that Relationships Scotland is legislatively compliant and promotes good HR practice (including recruitment, selection, induction, staff development, performance management, equal opportunities, appraisal, etc.)

7. Ensuring Relationships Scotland has in place appropriate plans, policies and procedures to discharge its responsibilities in terms of Health and Safety.

8. Liaise with our IT consultants to oversee the design of the central filing system

9. Overseeing Relationships Scotland’s :

· IT strategy, systems and processes

· Building management requirements (including tenants)

· Insurances

· Corporate contracts

10. Monitoring admin peaks and troughs across Relationships Scotland and facilitating solutions

11. Liaising with and supporting various committees and working groups

12. Attending Office Bearers and Board meetings.

13. As a member of the Corporate Management Team:

· Providing leadership and direction for Relationships Scotland

· Developing and delivering the three year corporate and annual operating plan 

· Leading, managing, coaching and supporting staff

· Managing the budget

· Ensuring the organisation delivers its aims and objectives

· Working collaboratively with colleagues across the Relationships Scotland Network

· Representing Relationships Scotland at external events

These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may be reasonably expected to undertake.



	6. ADDITIONAL COMMENT – 

Every job description in the organisation will be subject to a review either:

· on an annual basis at the time of the annual appraisal meeting, or

· as a result of a change in strategic direction, or

· as a result of a team/ operational requirements, or

· as a result of agreed performance appraisal needs and objectives, or

· within six months of appointment




PERSON SPECIFICATION – Head of Corporate Services

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS


	Educated to Degree standard

Qualified accountant or unqualified with significant experience in either a finance or budget management role


	Post-graduate level business related qualification

HR/Finance qualification

IT qualification

	SPECIALIST SKILLS & EXPERIENCE
	You must have strong technical financial management skills

Substantial financial management experience (including budget setting and monitoring, cash flow and the production and interpretation of monthly accounts).

Experience of HR management processes (i.e. recruitment and selection, absence management, disciplinary and grievance processes).

Policy development experience.

Operational knowledge of Microsoft IT systems

Working knowledge of Microsoft Office 

Ability to contribute strategically as part of the Corporate Management Team to the overall running of the organisation 


	Experience of working with Xero accounting packages 

Experience of working within a voluntary sector organisation

Contract management expertise

Previous experience of developing and implementing HR policies

Building management experience 



	PERSONAL QUALITIES
	Excellent communicator – both verbally and in writing

A professional and collaborative approach

Customer service skills
	


Guidance on Completing the Application Form

Before attempting to complete your application form, you are advised to read the following guidelines.

The information you provide in your application form is the only information we will use in deciding whether or not you will be short-listed for an interview.  We will not take into account any previous applications or prior knowledge of you.

It is very important that you take your time to complete the application form as fully and accurately as possible.

Equal Opportunities

In the interest of equal opportunities we wish to ensure that information about candidates is provided in the same format and all applicants are therefore asked to complete the standard application form.  We will only accept applications in alternative formats e.g. CV, audio, large print or on computer disk from applicants who have specific reasons for doing so.  

Equal Opportunities Monitoring

Remember to complete the Equal Opportunities Monitoring Questionnaire, which helps us to measure the effectiveness of our Equal Opportunities Policy.  The information provided by you is not used as part of the selection process – all monitoring forms are detached from the application on receipt and processed separately.  Those involved in short-listing and interviewing will not have access to the monitoring forms.

Job Requirements

Each advertised vacancy is based on a job description and person specification or critical competencies.  The job description lists the objectives of the post and the main tasks and responsibilities while the person specification outlines the skills, knowledge, experience, qualifications etc which are required for the job.  

Completing the Application Form

Remember to:

Read the information about the job thoroughly i.e. the advertisement, job description, person specification etc which is provided in the information pack.  Complete all parts of the application form.  If some parts do not apply to you write N/A (not applicable) in the spaces provided.

Tell us about any education and training that you have received, in addition to relevant experience in present or previous jobs.  You can also include any skills gained from community or voluntary work, leisure interests and activities in the home.  If you have undertaken work experience, tell us about the skills and knowledge you have gained from that too.  You will need to demonstrate how you could fit these skills and knowledge in the person specification or critical competencies required by the job.

Do not overlook the supporting statement section on the form.  It is an important part of the application form, as it is where you tell us about your skills and experience.  Your application will be assessed against the person specification or critical competencies that list the essential requirements of the post.  Think how you can draw from your own skills, experience and knowledge and relate them to the items listed on the person specification or among the critical competencies.  What transferable skills can you bring?  

Complete your form in black ink or type, this will ensure that when we photocopy the form it is clear and legible.

Ensure that the information you provide is clear, precise, easy to understand and is aimed at the job you are applying for.  Use extra sheets if necessary but please limit to no more than two sides of A4.  The inclusion of more sheets may mean that you are not short-listed.

Please sign the application form.

Keep free any interview date that is mentioned in the information pack or other information sent to you.

If you are to be asked to attend an interview you will be contacted before the interview date, usually within five days.

Ensure that you return the application form to Relationships Scotland in time - applications received after the closing date will not be considered.

Should you not hear from us please consider that on this occasion you have not been successful.  We do appreciate your interest and effort in applying but the volume of applications that we receive means that responding to all unsuccessful applications would not be an effective use of public money.

	Application Form
	

	Thank you for your interest in working with Relationships Scotland. Please complete this form and return it by e-mail to recruitment@relationships-scotland.org.uk or by post to:

Private and Confidential

Diana Sinclair
Relationships Scotland 

18 York Place 

Edinburgh EH1 3EP

Please note that we will accept postal applications and applications submitted by e-mail. We will not consider CVs.

If you are completing this form by hand please use black or dark blue ink to ensure that we can photocopy it. Alternatively, you may wish to complete this form on a computer and then print it for posting.  
You should note that the Equal Opportunities Monitoring Form should be returned unattached to the rest of the form.  Your answers to the equal opportunities questions will have no bearing whatsoever on our treatment of your application. 

The following information will be treated in strict confidence


	Position applied for:
	

	Where did you see this position advertised?
	

	PERSONAL

	(Please complete this section in BLOCK CAPITALS)

	Surname:
	
	First Name(s):
	

	Address:
	

	

	
	Postcode:

	

	Daytime telephone:
	Evening telephone:

	Mobile telephone:
	E-mail:

	

	How much notice are you required to give to your current employer?:


	Do you need a work permit to take up employment in the UK?
	YES/NO


EDUCATION

Please list examination passes achieved at school or in further education

	Qualification / level
	Subject
	Grade
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please provide details of any higher education undertaken

	University or college
	Degree or qualification obtained
	Year

	
	
	

	
	
	

	
	
	


Please provide details of any professional qualifications held not listed above

	Qualification
	Relevant body
	Year

	
	
	

	
	
	

	
	
	


EMPLOYMENT

Please give details of your past employment, including your present or last employer

	Present or last employer
	

	Position held
	

	Date employment started
	
	Date employment ended
	

	Key responsibilities of post and main achievements



	

	Employer
	

	Position held
	

	Date employment started
	
	Date employment ended
	

	Key responsibilities of post and main achievements



	

	Employer
	

	Position held
	

	Date employment started
	
	Date employment ended
	

	Key responsibilities of post and main achievements



	Employer
	

	Position held
	

	Date employment started
	
	Date employment ended
	

	Key responsibilities of post and main achievements



	

	Employer
	

	Position held
	

	Date employment started
	
	Date employment ended
	

	Key responsibilities of post and main achievements




	Employer
	

	Position held
	

	Date employment started
	
	Date employment ended
	

	Key responsibilities of post and main achievements




Please copy this sheet if required.

ESSENTIAL AND DESIRABLE 

PERSONAL CHARACTERISTICS AND COMPETENCIES

Page 10 of the application pack outlines the ‘person specification’ for the post you are applying for and lists a number of essential and desirable Personal Characteristics and Competencies. We would like you to demonstrate whether you satisfy these requirements. Some of the posts have more requirements than others, so do not be concerned if there are more boxes below than requirements for the post you are applying for. It will be straightforward to demonstrate that you satisfy some requirements, such as a qualification. Where the requirement is less clear cut please provide evidence, based on your experience, showing how you meet requirement. 

Please use the following boxes to address each of the essential and desirable elements of the person specification.

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	


ADDITIONAL INFORMATION

Please explain why you think you would be suitable for this position and give details of any skills or experience that you have which are not detailed elsewhere and which you think are relevant to this job.

DECLARATION

I declare that the information given in this form is complete and accurate. 

	Signature:
	Date:


REFERENCES

Please give the names of two people (one of which should be your present or most recent employer) whom we may approach for a reference.

May we approach your current employer before an offer of employment is made?
 YES/NO

	Name:
	Name:

	Position:
	Position:

	Address:
	Address:

	
	

	
	

	
	

	Tel. No.:
	Tel. No.:

	E-mail:
	E-mail:


EQUAL OPPORTUNITIES MONITORING FORM

Relationships Scotland is an equal opportunities employer. We would be grateful if you would complete this page of the application form and return it to us. It is detached from the rest of your application before shortlisting. 

Please tick all the boxes which apply to you, and write in details where appropriate.

	GENDER
	
	RACE/ETHNIC ORIGIN

	
	
	
	
	White
	
	

	Male
	
	
	
	 Black/Black British
	
	

	Female
	
	
	
	Asian/Asian British
	
	

	
	
	Mixed
	
	

	
	
	Chinese/Chinese British
	
	

	
	
	Other
	
	

	Age


	
	

	16-19
	
	
	
	If Other, please give details
	

	20-29
	
	
	
	
	

	30-39
	
	
	
	
	

	40-49
	
	
	
	

	50-59
	
	
	
	

	60-64
	
	
	
	

	65+
	
	
	
	

	
	
	

	
	
	

	DISABILITY
	
	

	Do you have a disability?

	Yes
	
	

	No
	
	

	
	
	

	If you answered Yes to this question, please give brief details of any adjustments you would like us to make to our selection arrangements (including our interview location and facilities) as a result of your disability status.  


	
	

	


Chief Executive





Head of Network Services





Head of Corporate Services





Head of Practice for Mediation & Counselling





Head of Practice for Child Contact Centres





Corporate Services Administrator





Course Directors – Counselling & Mediation


(3)





Supervision & Registration Manager (!)  CPD


Manager





CPd





Professional Practice Administrators (2)
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