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JOB DESCRIPTION
 
Chief Executive Officer
Edinburgh, Lothians & Fife
Kindred

Kindred is a vibrant organisation supporting over 800 families of children with complex needs each year. Established in 1990 at the Royal Hospital for Children and Young People Edinburgh (RHCYPE), our organisation has always been parent-led. Our core services are delivered by dedicated teams based in hospitals and through our Community team. We also provide specialised counselling services and a Parenting Programme (Early Positive Approaches to Support).

Our vision is that parents of children with complex needs in Scotland will have early access to peer-led support and information.

	Job Purpose

	The role of the CEO is to develop Kindred into a resilient organisation and ensure we continue to be a well-run organisation providing a high quality, expert service to families.  You will lead the implementation of the Strategic Plan and drive growth by enhancing the charity’s visibility while maximizing the impact of our work. The CEO must lead on maintaining Kindred’s unique ethos as a parent-led organisation and develop our fundraising to ensure that we have a sustainable future.
The CEO will maintain an expert knowledge of issues relevant to our service users (including statutory provision, benefits, charitable funding and other support available through the voluntary sector).



	Key Accountabilities

	
Human resources: Work with the Senior Management Team to ensure effective management of Kindred’s staff team including liaising with external HR support. Develop Kindred’s team to support the delivery of Kindred’s services and strategic plan.

·  Lead regular team meetings and ensure effective communication as appropraite. Support annual appraisals, and oversee organisational culture and values. 
· Manage our HR system, staff handbook and support with recruitment, performance management, and employee relations.

Fundraising:  Lead on a competitive and responsive fundraising strategy, working with our fundraising team.

· Work with our Fundraiser and external consultant to develop and implement our fundraising strategy, including securing grants, building relationships with donors, and producing compelling case studies.
· Build good working relationships with existing funders and prioritise developing new partnership and fundraising opportunities. Represent Kindred at relevant events and conferences.

Governance: Support Kindred’s Chair and trustees in providing strategic leadership and governance.  Ensure Kindred’s governance processes are robust and effective.

· Ownership of strategic planning and implementation of the Five-Year Strategic Plan 
· Act as Company Secretary, overseeing board meetings, AGM, and regulatory filings with Companies House and OSCR. Ensure board papers are accessible and maintain up-to-date policies, including the risk register and strategic plan.
· Support the Chair in board governance, recruitment, and administration, ensuring compliance with the Scottish Governance Code for the Third Sector.

Finance: Ensure that Kindred’s finances are managed to a high standard with timely reporting.

· Oversee financial operations, including accounting, budgeting, and reporting.
· Manage fundraising activities, financial reporting to trustees, and compliance with financial regulations.

Kindred Services: Ensure our operations and Kindred’s development support the delivery of high-quality services to our service users in line with our objectives.

· Provide supervision and support to direct reports. Support staff in delivery of high-quality advocacy, information and emotional support to families. Oversee parenting programmes (Early Positive Approaches to Support) which enable increased staff expertise in parenting especially through joint work with Child & Adolescent Mental Health Service – Intellectual Disability (CAMHS ID). 
· Oversee core services including parenting programs and counselling service. Ensure compliance with data protection, safeguarding, and disclosure regulations.

Administration:	Enable the smooth running of our organisation including leading on the development of online systems.

· Oversee IT infrastructure (SharePoint) and harnessing the power of technology to improve efficiency and productivity. Manage office administration and provide necessary equipment to staff.

Public Profile: Represent Kindred in the charity sector and liaise with key stakeholders to support our brand and strategic impact.  Maximise technology use to increase our public profile and the impact on the community.

· Responsible for delivery of the strategic plan. Regular involvement in producing and reviewing publications. Enhance our brand awareness by overseeing and attending events (Annual Carol Concert and family days out).
· Develop our social media strategy and manage media relations. Respond to media inquiries and maintain positive relationships with journalists.
· Collaborate and communicate effectively with key stakeholders to achieve Kindred’s goals. 

Any other activities as necessary to maintain operations, high standards and ensure the smooth running of the organisation.



	Organisation Position
The CEO will work collaboratively with the Board and send regular updates on the fundraising Pipeline. They will meet regularly with the Chair and support the board to have regular opportunities to engage with staff. 




	Person Specification
Key Requirements – desirable (D) or essential (E)

	1
	Qualifications
	E/D

	
	Post Graduate Management Degree
	D

	
	Counselling qualification
	D

	2
	Skills / Abilities
	

	
	Excellent communication skills and confidence in public speaking to groups at all levels, including the media
	E

	
	Report and journal writing 
	E

	
	Strong IT skills including use of Microsoft office suites (Word, Excel, PowerPoint & Outlook)
	E

	
	Full driving license
	D

	
	Practice supervision
	D

	3
	Experience
	

	
	High level organisational & people management
	E

	
	Fundraising
	E

	
	Experience of parenting/caring for a disabled child/young person
	D

	
	Experience of liaising with Scottish Government, local authorities and health boards
	D

	
	Experience of using Xero (Our Accounting Software) and Autoentry (Invoice Approval)
	D

	
	Management within the public sector
	D

	4
	Knowledge
	

	
	Managing a significant budget
	E

	
	Excellent knowledge and understanding of Scottish and UK government policies and legislation relating to families of children with disabilities, including knowledge of legislation concerning Additional Support for Learning.
	E

	
	Governance of the Scottish Charity Sector
	E

	
	Understanding of Donorfy (Fundraising system)	
	D

	5
	Behaviours
	

	
	Empathy with parents and carers of children with a disability or complex medical need
	E

	
	Willingness to work collaboratively across the organisation and with key stakeholders
	E

	
	Willingness to travel as needed	
	E

	
	Passion for fundraising
	D
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