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JOB DESCRIPTION: 
Team Leader – Membership, Governance & Family Support
Part time – 30 hours/week 
Salary: £32,000 pro rata
Benefits: Salary sacrifice pension scheme, volunteer allowance, 25days holiday increasing to 30 days plus 8 days public holiday pro rata. Some flexible working options. CPD supported. 
Background

Clackmannanshire Third Sector Interface (CTSI) is a ‘single door’ TSI for the local authority area providing support to around 200 third sector member organisations in Clackmannanshire including charities, development trusts, community and voluntary groups, and social enterprises. CTSI is also responsible for promoting volunteering and supporting voluntary leadership. Over the last six years the organisation has delivered strategic plans that align with significant changes and policy direction from Scottish Government including community empowerment, community wealth building, care closer to home and the development of a Wellbeing Economy. CTSI works closely with public sector partners and also the business community to achieve these outcomes.  
CTSI is now launching a new strategic plan – a Volunteering Approach to a Wellbeing Economy which will meet the outcomes set out by Scottish Government, the Local Outcomes Improvement Plan and the Volunteering for All – National Framework. The plan aims to achieve our outcomes through a fresh lens which is to continue to support and promote greater volunteering and skill up the voluntary leadership of our local organisations  to build capacity within the sector. In addition, we continue to promote health through volunteering; tackling inequalities; supporting partnership building and community wealth building and celebrating success as well as providing a strong voice to the sector. 
Membership & Governance

This role will lead a small team and have a particular focus on ensuring our members are compliant in all areas of their business operations. This includes from start-up as a charity or social enterprise, charity law and governance procedures as well as funding but also includes providing advice or liaising with expert help, where relevant around managing staff, data compliance, meeting sustainability targets and health and safety.  The role will support and lead on training for members, link closely with intermediaries, OSCR, Social Enterprise Scotland and other relevant national bodies to provide information, knowledge on changes and other relevant guidelines and funding opportunities. The role will work closely with the Chief Officer and also the other Team Leader. 
The role will manage a small core team which will include a Membership & Events Officer, Communications Assistant and a Forth Valley Social Enterprise Communications & Support Assistant who are responsible for bulletins and information sharing around membership support. 
Family Support

In addition, the role will manage the continued development of the Family Support Collaborative, a new way of working that links around 30 family support third sector member organisations together to deliver a new model of care with our statutory partners. 

The role will manage a dedicated team including a Family Support Collaborative Coordinator and a Community Connector with responsibility for family support and work closely with the lead for Data Management.  Together they will manage the Family Support Hubs and the related data management, and ensure the output of a Children & Families Bulletin and run the Children & Families Forum on a quarterly basis. 
PRINCIPLE RESPONSIBILITIES
Team Leader role

· Lead a small team responsible for governance and skills support to the membership of CTSI and take overall responsibility to support their activities and work at all levels including governance, training, accounting, funding, business planning for example. 

· Work with a team to deliver on key local and national outcomes and provide monthly reporting to the Chief Officer on areas of work that feeds into the strategic plan This will include oversight of MILO our customer management system which is managed by our Membership and Events Officer and liaising on up-to-date content for the new TSI Training Platform. 
· Provide clear and timely communication on relevant organisational information, training and funding via website, bulletins and social media for the membership. 
· Overall management and liaison of Clacks Connect Funders’ Fayre, training events and forums like the Finance Forum or our Conferences with partner TSIs, Stirlingshire Voluntary Enterprise(SVE) and CVS Falkirk and relevant community breakfasts throughout the year, as well as provide CTSI coverage and national representation at events and cross-party committees. 
· Attend and participate in meetings as a representative of CTSI as required – TSI Governance Group, family support strategic and national groups and build strong and supportive relationships with partners. 
· Maintain relationships with professionals and experts in relevant fields like GDPR, HR and asset ownership to support the membership.

· Responsible for direct management of a small team of membership, communication and family support staff.  

· The Team Leader will promote and adhere to the values, philosophy and policies of CTSI at all times. 
Management role

· Team Leader will form part of a small management team to support staff development, the Chief Officer/Business Manager and Board in achieving the wider aims and outcomes of the TSI.

· Form part of an internal management team overseeing financial management of the charity, reviewing monthly position and accounts and take key role in decision-making team reviewing longer term budgeting plans and potential risks to the charity’s work.

· Responsible for supporting and building relationships across Stirling and Forth Valley with a view to creating better linked and knowledgeable TSIs. 
ACCOUNTABILITY

The Team Leader:

· is accountable to the Chief Officer/Business Manager
· is line managed by, and will consult regularly with the Chief Officer/Business Manager
· will report regularly to, and where appropriate will act on behalf of the Chief Officer/Business Manager
· will adhere to all procedures and policies as laid down by the Board of Directors

LOCATION  

The post will be based in the offices of Clackmannanshire Third Sector Interface (CTSI) at CTSI Office, 27 High Street, Alloa and in hybrid from home location, with the agreement of the Chief Officer.
WORKING RELATIONSHIPS

· Meet regularly with the line manager.
· Liaise with and support all other CTSI staff and when relevant, Board members.
· Work with other Team Leaders to provide operational support ie management of staff meetings, staff health group, financial planning
· Liaise with other relevant organisations and foster partnerships whenever possible

· Promote and adhere to the values, philosophy and policies of CTSI at all times
TRAINING AND DEVELOPMENT

The Team Leader will be given the opportunity to develop their own personal development plan in discussion with the Chief Officer to ensure skills and knowledge are kept updated and relevant.

Person Specification 
	Required Skills and Knowledge


	Essential 
	Desirable 

	Knowledge of the third sector and charity governance

	(
	

	Knowledge of charity law, governance of third sector organisations, legal structures.
	(
	

	Knowledge of wider compliance areas of organisations – employment, H&S, data management and GDPR for example. 
	
	(

	Knowledge of volunteering and the voluntary sector

	(
	

	Experience of service development and management


	
	(

	Experience of managing and communication of information


	(
	

	Demonstrate organisational skills: the ability to handle a varied workload and manage tasks in accordance with changing priorities


	(
	

	Strong I.T. skills: word processing, spreadsheets, database operation. Proficiency with email and the Internet


	
	(

	Experience of managing staff and volunteers

	(
	

	Experience in training development and delivery 

	(
	

	Demonstrated ability to manage workflow, show initiative and work unsupervised


	(
	

	General business knowledge and relationship management skills


	
	(

	Marketing, promotion and development skills


	
	(

	Excellent communication skills, both written and oral


	(
	

	Strategic awareness and planning skills


	(
	

	Essential to manage budgets and resources effectively and understand financial management
	(

	

	Ability to be innovative, manage change and generate ideas – be responsive and flexible 
	(
	

	Commitment to diversity and inclusive service delivery
	
	

	Ability to work with people from a wide range of backgrounds. 
	(
	

	Diplomacy and a respect for confidentiality


	(
	

	Flexible and team-oriented approach

	(
	

	Approachable and excellent interpersonal skills

	(
	

	Responsible attitude to the safety of staff and security of premises 


	
	(

	Relevant professional qualification and/or equivalent experience and evidence of continued professional development


	
	(

	A current valid driving licence 


	
	(


This post requires to be PVG checked under the new scheme requirements. 
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