Job Description


	Job Details

	Job Title
	Chief Executive Officer

	Location:
	Glenrothes, with ability to work at home subject to business requirements.

	Reports to:
	Board of Trustees

	Number in team
	Four direct reports



	Main Purpose of Job

	
· To lead the organisation in the delivery and development of services provided by seescape.



	Duties and Responsibilities (see below for detailed Key Responsibilities)

	
· Maintains effective working relationship with the Chair and Board to facilitate the strategic and financial management of the organisation.
· Ensures contractual commitments for services are met, reviewed, and reported correctly in order to retain core services income and deliver service level agreements.
· Represents the organisation at all key external meetings with strategic partners, maintaining and developing the organisation through external partnerships.
· Establishes sound financial controls, setting and monitoring budgets and accounts to deliver value for money and a sustainable balanced budget.
· Maximises opportunities to develop partnership working to deliver improved services for clients.
· Designs and delivers an innovative and collaborative strategy to support development and use of technology for the benefit of clients.
· Designs and delivers 3-year business strategy, including fundraising and business development.
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

Leads, motivates and develops staff and volunteers to deliver high quality client services.
Ensures delivery of OSCR and other required service standards through strong governance
arrangements.


Ensures the Health Safety and Welfare of clients and staff.
Regularly reviews operations and has agility to change maximising efficiency and support for clients
clients.


	Person Specification

	
Qualifications
	
· Educated to degree level or equivalent relevant experience.

	






Relevant Experience
	

· Excellent track record of providing strong leadership in a changing organisational environment, embedding appropriate values and culture.
· Successful experience of defining strategy, monitoring, and evaluating the performance of an organisation to enable successful service delivery.
· Proven ability in managing a successful business, identifying appropriate opportunities and trends, and developing and delivering to budget.
· Experience in building successful relationships and influencing a range of stakeholders.

	





Skills and Abilities
	
· Highly developed interpersonal skills, emotionally intelligent with the ability to build and sustain positive relationships with a range of diverse stakeholders.
· Ability to challenge clearly and constructively to influence decision making in teams.
· Strong communication and presentation skills when representing the organisation, tailoring approach to suit the needs of the audience.
· Capacity to lead, manage and develop staff to maximise potential



	





Personal Attributes
	
· Personal commitment to organisational excellence, displaying honesty, integrity, and a strong sense of ethics in all actions and decisions.
· Confident approach to own learning and continuous improvement of work
· Resilient self-starter, able to prioritise and manage workload with competing demands and pressurised timescales.
· Willingness to adapt to the needs of a small charity, including being flexible, creative with the available resources, and working constructively with all members of the team.

	





Other Information
	
· The Job Description is purposefully intended to be of a general nature, defining the main elements of work required for the successful operation of the work of seescape.

· It is recognised that changing circumstances will have a direct bearing on the balance of duties at any particular time. As part of a continuing process, objectives and priorities will be kept under regular review.

· Membership of the PVG Scheme is required for this position.  



	Key Responsibilities

	
Key Responsibility 1 - Ensure contractual commitments for services are met, reviewed, and reported correctly in order to retain core services income and deliver Service Level Agreements:

· Prepare and monitor SLA applications; liaising with HSCP to monitor progress against SLA; provide reassurance to the Board that service standards are being met and value for money is achieved.
· Work flexibly with NHS providers to deliver services and clinics to required standards.
· Ensure the HSCP representative on the Board is kept updated and involved in all service aspects relating to SLA.

	
Key Responsibility 2 - Represent the organisation at all key external meetings with strategic partners, maintaining and developing the organisation through external partnerships:
· Be the figurehead representing the organisation in a professional manner at key external meetings with strategic partners including Fife Council and Scottish Government for Health & Social Care Partnership; SeeHear project etc and with RNIB, SCOVI; OSCR and other appropriate stakeholders.
· Member of Scottish Government cross party group on visual impairment.
· Member of Fife Sensory Impairment Group.

	
Key Responsibility 3 - Have in place sound financial controls, setting and monitoring budgets and accounts to deliver value for money and a sustainable balanced budget:

· Review and report on Xero management accounts, setting, monitoring, and delivering to budget plan, providing financial reports to the Board along with investment updates.
· Liaise effectively with auditors and investment managers regarding reporting and use of funds.
· Ensure successful business development and long-term sustainability and growth.
· Provide the Board with high quality, regular management, and financial monitoring information by department, so that it can carry out its governance role, providing reassurance that FSA, Companies House, OSCR and other Third Sector organisation requirements and standards are met

	
Key Responsibility 4 - Maximise opportunities to develop partnership working to deliver improved client services:

· Develop and maintain a high profile for Seescape within the Third Sector and outside, strengthening the organisation through the development of external partnerships working with others for the benefit of the organisation and clients.



	· Identify opportunities to partner with other organisations to share knowledge and skills, including identifying potential commercial opportunities.
· Lead and oversee the development of partnerships and collaborative working with appropriate organisations and individuals to further the future development of seescape and its’ services.

	
Key Responsibility 5 - Design and deliver an innovative and collaborative strategy to support development and use of technology for the benefit of clients:

· Take a visionary approach to maximise potential of available and developing technology identifying suitable partners and opportunities to develop products for the benefit of clients.
· Put in place a strategy to achieve that and to inform complimentary marketing and fundraising approaches.
· Work with other organisations to explore and develop technology solutions for the benefit of people with sight loss, making an effective contribution to testing new innovations with developers and ensuring the needs of people with sight loss are at the forefront of development.

	
Key Responsibility 6 - Deliver the 3-year business strategy, including fundraising and business development:

· Ensure the 3 year strategy is regularly reviewed and continues to be challenging, deliverable and relevant to the organisation and clients.
· Deliver a marketing strategy which is supported by a targeted fundraising strategy to maximise the flow of income where needed most .
· Develop an operational plan to support the implementation of the Strategic Plan with relevant and measurable Key Performance Indicators.

	
Key Responsibility 7 - Lead, motivate and develop staff and volunteers to deliver high quality client services:

· Operational and strategic lead accountable to the Board of Trustees for all aspects of performance including financial performance.
· Management of seescape team, ensuring effective leadership and development is in place with a staff appraisal system linked to core values.
· Manage the diverse team of c16 to maximise personal potential and as a whole organisation, encouraging skills and cross skills development for all.
· Manage and develop direct reports :-
 
· Fundraising Manager
· Operations Manager
· Sight Support Manager
· Head of Accessible Technology 
· Have in place and monitor appropriate policies for people management; Health and Safety; Complaints etc using the Risk Register to effectively manage risk.



	· Show effective leadership to social groups and volunteers.

	
Key Responsibility 8 - Ensure delivery of OSCR and other required service standards through strong governance arrangements:

· Keep up to date with current standards.
· Adhere to the Scottish Governance Code for the Third Sector, regularly assessing compliance and identifying areas for development.
· Ensure Board members are provided with appropriate learning and support in their role.
· Have in place an effective Trustee recruitment policy and process along with succession plan.
· Have in place regular Board meetings to engage with Trustees and call ad hoc additional meetings as required.

	
Key Responsibility 9 - Ensure the Health Safety and Welfare of clients and staff:
· Have in place Health and Safety policies to cover all areas of risk to staff and clients including:
· General Health and Safety
· Lone working
· Personal Protection Equipment
· Managing risks using an effective risk management process

	
Key Responsibility 10 - Regularly review operations and be agile to change maximising efficiency and support for clients:

· Ensure the organisational design, structure and resourcing of the organisation is flexible, cost effective and fit for purpose.
· Carry out as appropriate end to end process reviews to ensure maximum efficiency and value for money as well as resolution at first point of contact where possible for clients.
· Submit evidence business cases for change and additional/reduced resourcing for Board keeping the Board involved and engaged at all times.
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