Dunard Fund (DF)
Scottish Charity Number SC046889
Executive Director (ED)


1. Term: 
fixed term of up to 3 or 4 years

2. Job Description:
a. arranging good governance (liaising with Trustees and their lawyers)
b. managing all of DF’s administration and all aspects of its donations
c. overseeing the management of DF’s finances, cash flows and commitments, ensuring liquidity and managing financial risk
d. having oversight of DF’s investment portfolios, which are managed professionally
e. assisting DF’s management accountants in their preparation of quarterly management accounts and DF’s auditors in their preparation of the annual accounts, and reporting to Trustees
f. reporting to Trustees regularly and being responsible for communications to/with Trustees
g. attending all DF Trustee meetings
h. having general oversight of the capital projects by IMPACT Scotland, the Royal High School Preservation Trust and the National Centre for Music and attending, as requested, any relevant meetings of these (DF employs a Project Monitor who is more fully engaged with these projects, who will report both to the ED and the Trustees, and who will liaise closely with those Trustees specifically involved in these projects)
i. leading on the lease or sale of a property in St. Andrew Square, Edinburgh
j. furthering and nurturing relationships with other donors 
k. ensuring DF’s confidentiality, integrity and reputation at all times.

3. Salary: 
£250 per half day (depending upon experience)

4. Position:
a. part-time (approx. 8 - 10 days per month)
b. 5 weeks’ annual leave
c. all public holidays

5. Support:
a. office space at 4 Royal Terrace
b. pre-approved travel expenses.


