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Job Title: 

Chief Executive 
Responsible to: 
The Chair and the Board of Trustees of NMMST 

Principal Working Contacts 

Board of Trustees
Staff and Consultants

External Partners and Stakeholders

1. Job Purpose

This job description sets out the main purpose and elements of the post at this time.  It is not an exhaustive list of duties and the successful post holder will work with the Chair and the Board to add to and refine the specific duties over time.  The post will require the post holder to work in a flexible and creative way. 

The Chief Executive will support the development and implementation of strategy, investment, branding, funding and programme management.

Ultimately, the Chief Executive will provide visible and strong leadership for the NMMST in building organisational capability and ensuring the delivery of strategic and operational plans. 
2. Principal Duties and Responsibility  

Strategic 

· Develop the NMMST brand and ensure that the offering to the Stakeholders reflects a 5 star museum and visitor attraction. Key will be safeguarding for the future the heritage of the Lady Victoria site. 
· Provide corporate leadership and strategic direction in order to deliver development projects which promote the museum and its environs.
· Ensure the appropriate culture for partnership working and build outcome focussed relationships with funding and industry partners.
· Lead the NMMST planning process, working with the Board and partners to ensure effective development of corporate plans. 

· Build relationships internally and externally to maximise the impact of NMMST and to deliver the stated objectives of the organisation.
Operational
· Ensure the financial and operational procedures of NMMST are fit for purpose and that they are subject to a programme of regular audit and continuous improvement.
· Ensure that all NMMST resources are managed effectively and that physical assets are both safe and secure.

· Provide leadership and direction for staff and volunteers, developing multi-skilled teams and adopting modern and progressive human capital planning. 

· Be accountable for major and/or strategic programmes and projects, ensuring effective governance, management and reporting.
· Identify and undertake feasibility studies and initiate projects within the field which directly support and add value to the strategic direction of the organisation.
· Programme manage all projects and bring together multi-disciplinary Stakeholders with complementary skills.
· Engage, cultivate and manage relationships with key Stakeholders, both locally and nationally, including industry, OSCR, the public, local communities, funding organisations and government – both local and national. 
· Drive and support the functions of fundraising, communication, PR, and branding. 

· Identify new sources of funding such as venture philanthropy and other funding streams e.g. government and industry.
· Identify revenue opportunities which enable NMMST to become more self-sustaining in the long term.
· Develop Risk Register.
Governance 

· Board Governance – preparation of reports and papers and all other related administration in connection with Board meetings. 
· Work collaboratively with trustees, board members, staff, volunteers and all external stakeholders to ensure all activities are strategically aligned and uphold the values and aspirations of NMMST. Ensure that the Board are provided with high quality, timeous and accurate information to enable the Board to make strategic decisions. 

· Carry out the duties of Chief Executive of NMMST.
· Undertake other duties as agreed by the Chair of the NMMST Board.
Conditions

· Salary – in the region of c.£50-60,000 subject to negotiation. This is subject to an annual appraisal in April and a six month performance review after taking up the post.

· Hours – the contractual requirement is for 35 hours per week but the post holder will be expected to be flexible with regard to the hours needed to meet the requirements of the post.  The staff works a five day week and the Trust operates a flexitime scheme. Week end working may be required.

· Annual leave – staff are entitled to 21 days annual leave plus public holidays.

· Mileage - the Trust offers a mileage rate for approved use of staff’s own cars on trust business.

· Location – the post is based at the Lady Victoria Colliery, Newtongrange, Midlothian.

Person Specification: Chief Executive Officer

Knowledge and Experience
Essential

· Significant experience in preparing and managing budgets.
· Knowledge of the heritage, education and/or cultural sectors and particularly the challenges of ensuring financial sustainability
· Understanding of the challenges of balancing heritage requirements with commercial considerations

· Some knowledge and experience of funding and managing funder relationships

· Broader management experience in areas of personnel, and staff management

· Proven track record of staff management and motivation of a team

· Demonstrable experience of developing effective policies and procedures

· Demonstrable experience in project management

Desirable

· Beneficial if the CEO has experience in the independent museums or heritage sector and knowledge of coal mining.
Skills/Attributes
· Ability to effectively lead and motivate a team
· Highly developed analytic, evaluative, creative and strategic thinking skills 

· Ability to review and refresh a business strategy

· Excellent communication skills (both oral and written), with the ability to communicate with a wide and diverse range of people, including the general public and other stakeholders 

· Ability to work flexibly, in the evenings and at weekends where appropriate
Personal Qualities 
· A positive and enthusiastic self-starter

· Proactive and enthusiastic in approach

· A commitment to continuous improvement and high standards
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