
	
CITIZENS ADVICE BUREAU WEST LOTHIAN – Deputy CEO





Location: West Lothian 
Hours: 35 hours
Term: 31 May 2027
Salary: £45,000 - £48,000 [based on experience]
Closing Date: Thursday 13 August 2026



	JOB DESCRIPTION 




Main Purpose of the role 

The Deputy CEO will be responsible for the day-to-day operations while supporting the CEO on project finance and staff management.

This post holder will work closely with the CEO and will be responsible for ensuring the smooth running of the Bureau and to ensure the Bureau is fulfilling all targets, outcomes and KPI’s.  They will oversee compliance with CAS QA, National standards and ensure we deliver the best service to clients across West Lothian.  They will work closely with partners and stakeholders that will develop strong relationships and partnership working. 

The postholder will also work with the CEO to identify long term sustainability and future development opportunities and to apply for relevant funding applications.
 

Main Duties & Responsibilities


1. Support to CEO 

· Being accountable for day to day running of the Bureau and providing senior management support to the Leads.

· To provide day to day support for the CEO and be responsible for the daily operations of the Projects within the Bureau 

· To provide deputation support for the CEO in periods of absence as appropriate

· Assist the CEO in the development of the operational organization to ensure effectiveness is maintained and efficiencies are identified and developed to ensure the continuous improvement of the smooth running of the Bureau Projects,

· Assist the CEO or any other appropriate Board member and in association with the Projects Manager with the preparation of annual projected budgets.

· In association with the Projects Manager manage the Bureau’s budget in any absence of the CEO

· Provide reports to the Board 

· Producing polished funding bods 

2. To ensure the smooth running of the Bureau

· Ensure the Bureau is operating an accessible and relevant services and is fully compliant within membership conditions and national standards 

3. To ensure successfully delivery of all Bureau funded contracts and services 

· Ensure that under all contracts, services are meeting their contractual obligations and maintain and develop relationships under these contracts 

3. Developing Relationships  

· Ensuring effective participation in West Lothian Community Planning Partnership 

· Developing and maintaining effective strategic relationships with key stakeholders including the third sector, elected members and senior officials of West Lothian Council, and the Scottish Government, national infrastructure organisations and existing and potential external funders

· Supporting the development of a thriving social enterprise community in West Lothian

· Ensuring the development of effective and innovative advocacy strategies to promote the interests of the sector in West Lothian

4. Staff management

· Advertise, recruit, and select staff, in conjunction with the Board as required

· Overall responsibility for all staff 

· Guidance, support, training and mentoring of staff

· Manage HR issues such as performance and capability, absence management and provide recommendations to the CEO and Board 

5. Marketing, PR and relationships 

· Assist the CEO in implementation of the External Comms strategy, including taking a lead role in local partnerships and relationship development 

· Liaise with members and officers of the Local Authority and participate in appropriate Council groups as required by attending relevant meetings as delegated by the CEO 

· To represent the Bureau in local networks as and when required

· To promote and market the work of the specialist projects to heighten local awareness of the specialist service available and ensure their take up is improved on and ongoing basis.

· To liaise and maintain links with appropriate statutory, voluntary and professional bodies

· To contribute to and participate in the activities of the CAS and to represent the Bureau as required 

· To maintain and develop the Bureau’s role and relationship with CAS and other national agencies

· Conduct PR activities as required 

6. Fundraising

· Identify opportunities and develop proposals for projects and core funding

· Ability to produce high level competitive funding applications

· Investigate other opportunities for income generation activities in-line with memorandum and articles and aims and principles of the association
 
· Report funding activity to the Board which will include success / amounts 

7. Quality assurance and compliance 

· Responsibility for compliance with CAS QA 

· Responsibility for compliance with national standards  

· Responsibility for health & safety of the organisation 

8. HR 

· Responsibility for good HR practice
· Compliance with employment law 
· Reporting to the Board 
· Mitigate HR risks 
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	PERSON SPECIFICATION  



Qualifications, Knowledge and Experience

Essential

· Degree equivalent level qualification or equivalent management experience in the charity, public or third sector.
· Senior management experience in a values‑led organisation.
· Proven ability to develop, deliver and review strategic and operational plans.
· Experience of managing projects and reporting on complex funding sources.
· Proven experience of securing and managing funding from statutory, charitable and other sources.
· Demonstrable experience of managing contracts, grants and funded projects including reporting.
· Sound understanding of employment law, equality legislation, health and safety and data protection (UK GDPR).
· Proven experience of successfully managing and developing staff teams.
· Strong stakeholder communication skills, with the ability to build effective partnerships.
· Excellent written and verbal communication skills, including acting as an organisational spokesperson.
· Experience of quality assurance, service evaluation and continuous improvement.
· High levels of integrity, resilience and sound judgement, with the ability to manage competing priorities.
· Inclusive, collaborative management style with the ability to inspire and motivate others.

Desirable

· Professional qualification or formal training in management, finance or governance.
· Experience within the advice, welfare or community sector.
· Experience of supporting Board recruitment and development.
· Experience of supporting complex budget management.
· Experience of working with local authorities, elected members or government bodies.
· Media relations or public affairs experience.
· Knowledge of Citizens Advice Scotland Quality Assurance (CAS QA), National Standards or similar frameworks.
· Experience of advocacy and representing organisational or sector interests.
· Experience of working effectively with Boards, providing high‑quality advice and support for decision‑making.








