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Job description
Job Title:

 
Chief Executive
Salary scale:

£38,000 - £45,000
Responsible to:
 
The Convener and the Board of Trustees

Responsible for: 
Direct line management responsibility for all LCiL staff

Job Purpose:  
To work closely with the Convener, Trustees and Team Leaders to provide direction and leadership in the formulation and achievement of agreed strategies, values and objectives.

To provide effective and robust management and administration of the organisation; ensuring achievement of agreed outcomes

To achieve recognition for the organisation as a growing leader in it’s field with a reputation for maintaining the highest quality of information, services and advice.

Location: 

Edinburgh/Hybrid
Key Accountabilities

Strategic Application and Planning

· Work with the Board of Directors, to ensure that LCiL has a clear written strategic direction, with policy and plan informed by staff, members, and service users. 
· Ensure that LCiL implements its Strategic Plan, and that key targets and performance indicators are met on time and within available resources. 
· Have an overview of key local and national policy development relevant to LCiL's work and advise the Board of Directors and sub-committees. 
· Liaise with the Board of Directors, the Management Team and, where relevant, members, service users and other DPOs to prepare policy papers and / or respond to policy and legislative consultations as required. 
· Strategically represent and promote the aims and objectives of LCiL throughout Edinburgh, the Lothians, and the rest of the UK.
· Maintain links with the wider disability movement and to ensure that the work of LCiL is informed by it and other new initiatives.
· Direct the organisational management of LCiL in line with strategic aims and ensuring that provision of services is optimised. 
· Plan and prioritise services and activities according to LCiL’s policies and finances. 
· Advise the Board of Directors (and sub-committees) on policy and resource issues arising from the implementation of LCiL's Strategic Plan. 
· Contribute to staff recruitment and induction as required, ensuring the ethos of LCiL is communicated effectively. 
· Liaise with the Management Team to identify, explore and develop new projects or services and new sources of funding. 
· Supervise and co-ordinate funding initiatives and applications.
· Take responsibility for overseeing the implementation of LCiL’s Health and Safety policy, ensuring that reporting 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 practice.
Internal and External Relationships

· Be a powerful advocate for the objectives of LCIL within the disability field, the local authorities, LCIL funders and on behalf of people using self-directed support. 

· Develop, sustain and monitor LCIL’s public profile and ensure that the organisation’s values, strategies, plans and objectives are effectively communicated and promoted internally and externally.

· Maintain effective networks and foster good communications with all principal supporters, stakeholders and the other organisations within the disability field where appropriate.

· Working closely with Team Leaders maintain a close relationship with local authorities, NHS and other relevant agencies to develop partnerships and that will have maximum, positive impact on people using self-directed support.

Financial management

· Ensure that appropriate financial accounts are maintained in line with current legal requirements and recommended good practise.
· Take responsibility for line managing the Finance Officer, to ensure that LCiL manages its finances efficiently and effectively within budget and in keeping with high standard of financial probity.
· Authorise salary, invoice payments and contractual agreements using LCiL’s online banking facility and/or credit card in line with the policies and authorisation limits detailed in LCiL’s current Financial Management Policy.
· Ensure that overall expenditure is within budget by monitoring and reassessing as required. 
· Proactively source and negotiate both grant and contractual funding to support existing services and develop and deliver new services. 
· Ensure that LCiL’s reporting structure is planned, maintained, and adhered to in accordance with Board and external stakeholder requirements. 
· Ensure that Board and sub-committee meetings are convened as agreed, are properly managed with clear agenda points and that minutes are clearly detailed, distributed and followed up. 
· Provide detailed reports to the Chairperson, the Board of Directors and committees as required and to LCiL's Annual General Meeting. 
· Ensure that the Board of Directors and sub-committees receive accurate and timely written or verbal reports from other LCiL staff as required. 
Learning and Improving
· Take responsibility for supporting and supervising members of the Management team in relation to tasks, workloads and priorities.
· Line-manage specific members of staff with regard to setting objectives, professional practice and staff development. 
· Build a supportive team structure and encourage and acknowledge staff involvement and development. 
· Contribute to the professional development of others. 
· Ensure that all staff understand and apply LCiL’s policies consistently. 
· Delegate responsibilities to identify training needs and promote the development of a more skilled workforce. 
· Recognise potential in other people and allow opportunities for development. 
· Ensure that staff receive appropriate professional training and development, in line with budgetary constraints.

· Ensure that all staff understand and apply LCiL’s policies consistently. 
· Make presentations at events and conferences as required.
· Maintain links with relevant organisations within the public, private and Third Sectors. 
· Take direction as necessary from the Chairperson of LCiL in relation to tasks, workload and priorities. 
· Ensure that all services and activities are provided in accordance with LCiL’s policies and procedures. 
· Undertake such duties as may be required by LCiL's Board of Directors that are consistent with the overall aims of the post.
·  Be a key holder for LCiL and ensure the general security of LCiL’s property and belongings
Managing Resources
· Take responsibility for planning and prioritising budgets over the financial year, monitoring and reassessing as required. 
· Take responsibility for ensuring that overall income and expenditure are within budget. 
· Take responsibility for the creative and flexible use of resources at a strategic level.
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