[image: ]

Job Description

Job Title: 		Chief Executive Officer
Grade: 		1A
Salary:		£50,000
Hours:		35 Hours
Location: 		Hybrid working
Job Description Summary
The Chief Executive is responsible for providing leadership, developing and implementing Disability Equality Scotland’s strategic and operational plans, leading on partnership and business development, and being an effective advocate for the organisation and its stakeholders. 

They will lead a senior management team.  

The Chief Executive Officer is responsible for ensuring financial control and supporting and advising on good governance across all aspects of the organisation. 

This post is a first-tier post directly responsible and reporting to the Board of Directors.

Leadership
· Be the face and voice of the organisation - its principal ambassador.
· Lead, support and motivate all staff and ensure that they have the right environment to thrive and commit to the organisation’s aims, objectives and ambitions.
· Seek out, develop and maintain effective working relationships with all relevant stakeholders (for example government, organisations and individuals to promote the work of the organisation and facilitate the implementation of its strategic objectives.
· Lead by example, instilling a culture of professionalism and inclusion, supported by coaching, training and development.
· Work and co-ordinate with Disability Equality Scotland’s leadership team and to share and gain best practices to achieve the organisations mission.
Strategy
· Support the Board to develop the organisation’s strategic vision and be responsible for leading the implementation of it.
· Be responsible for the development and delivery of the organisation’s agreed business plans.
· Identify and assess strategic risks, issues and opportunities and take responsibility for initiating and leading on appropriate actions.
· Seek out and implement opportunities for innovation and ensure that Disability Equality Scotland remains at the forefront of positive change in disability equality.
· Work to develop best practice for the management, development and engagement of staff.
Partnership and Business Development
· Lead the promotion and development of Disability Equality Scotland’s work, raising the organisation’s profile and maximising its reach.
· Seek out, develop and nurture beneficial partnerships with supporters, partners, other charities and all relevant authorities/organisations, including maintaining good working relations with pre-existing partnerships.
· Work towards the achievement of long-term sustainability, developing the organisation’s business model and maximising income, for example from fundraising and earned income.
· Adopt a creative and innovative approach to development, remaining open to new ideas and opportunities.
Operations
· Be responsible for the implementation of all the organisation’s operational plans.
· Take executive responsibility for all functions including the office, administration, finance, fundraising, communications, and IT.
· Ensure that Disability Equality Scotland’s services, contracts and projects are delivered to the highest standard with due regard for timescales, targets and budgets.
· Take overall responsibility for the recruitment, management and effective deployment of staff; apply robust HR processes covering recruitment, performance management, appraisal and remuneration.
· Provide line management to the managers leading on key functions and support them in ensuring their teams’ performance.
· Be responsible for the maintenance and efficient use of the organisation’s assets.
· Working within the overall governance framework of Disability Equality Scotland, use initiative and professional judgment to lead all areas of the organisation’s activities without management direction, subject only to review by the Board. 
· Makes decisions for the organisation that determine the strategic and operational direction of the organisation. 
· Signs legally binding commitments for Disability Equality Scotland acting on own authority.
· Corporate responsibility for the human resources function for the organisation.
Financial Control
· Corporate responsibility for the financial resources and physical assets of the organisation.
· Lead and direct the financial planning, forecasting, control, reporting and management of the organisation's finances and resources, to include support for, and engagement of the Board of Directors and sub-groups to ensure regulatory compliance and sustainable organisational growth.
· Take executive responsibility for the financial leadership of the organisation, including forecasting and strategic budget leadership.
· Ensure that the organisation’s financial resources are managed effectively, and that Disability Equality Scotland remains in good financial health, identifying risks and taking appropriate action.
· Liaise with the Board of Directors to develop and lead on the implementation of the organisation’s financial plans, including setting budgets, formulating income generation strategies and overseeing all fundraising activities.
· Maintain effective financial management and control systems; ensure delivery within budgets and to performance targets and oversee production of annual accounts and annual reports.
Governance and Compliance
· Liaise with the Board to ensure that the organisation’s overall governance structure, policies and procedures are appropriate and effective, taking remedial measures and implementing changes, as necessary.
· Act as a Company Secretary on behalf of the Board
· Attend all Board meetings (held four times a year) and prepare papers in advance of each meeting detailing matters of interest and concern regarding the organisation’s activities during the previous period; ensure that the Board is made aware in a timely fashion of any matters requiring its attention.
· Develop and maintain effective operational policies and processes in all the organisation’s functions. Review and update scope and content to meet legal, regulatory and best practice needs.
· Oversee the development and practical application of all organisational policies and procedures e.g., regarding health and safety, equality and diversity, and safeguarding.
· Ensure that the organisation complies with best practice in all areas of operation including Health and Safety.
· Ensure that collection and protection of personal information complies with current Data Protection regulations.
· Ensure that all the organisation’s activities are conducted safely and that Health and Safety policies are understood and followed by everyone.
· Ensure that all major risks are identified and regularly reviewed, and that systems and procedures are in place to mitigate all such risks; be responsible for the development and implementation of the charity’s Risk Log.




General
· Carry out any other duties as may be reasonably requested.
· Be conversant with all aspects of the operation and willing to cover and provide support should the need arise.
· This role involves overall responsibility for the procurement and deployment of substantial resources or substantial responsibility for information. The responsibility includes long term planning of the procurement and deployment of resources and/or information policies, changing the source, nature, level, and composition of such resources to meet service and other requirements.
Demands of this post
This is a demanding post with a significant workload and competing demands which requires refined prioritisation skills and the ability and skills to delegate work and support staff 
The post requires excellent communication skills including public speaking, to be able to represent the organisation at a national level, with the Scottish Government and its agencies, partnering organisations and potential funders and the Board and staff internally. 
Person Specification
You will have had a significant leadership role in a charity or not for profit organisation with a successful track record of working effectively directly with  Board Trustees.
You must demonstrate that you:
· Are committed to forward the agenda for supporting disabled people in Scotland.
· Are a successful leader with the ability to engage and inspire.
· Can see the big picture and plan for the future. 
· Are financially literate with a strong understanding of the organisation's finances.
· Have successfully led people to deliver organisational change.
· Can build and manage relationships with a diverse range of stakeholders, both internally and externally.  
· Can represent the organisation with external stakeholders including the Scottish Government, other charities and funders.

You should be able to demonstrate and provide evidence of the following skills and qualities as well as the criteria listed under Essential and Desirable within your application.
	Skills / Knowledge / Experience Required 
	Essential (E)
Desirable (D)
	Evidence

	1. Knowledge/Education/Qualifications/Job Experience


	At least five year’s experience at a senior leadership role 

	E
	A

	A degree or post graduate degree or profession qualification
	D
	A

	Demonstrable practical procedural knowledge:
· High level PC literacy - Microsoft windows package (Word, Excel, PowerPoint)
· Online event hosting and website accessibility
· Online event management software
· Social Media communication
· Project Management
· Research methodologies
· HR 
· Financial Control and Development
· Strategic Reporting
	E
	A

	Practical knowledge:
· Scottish Parliament policy development
· Community engagement and development (Third Sector and Local Authority)
· Principles of accessibility and inclusion
· Equality Act 2010
· Human Rights 
· Community Development

	E
	A / I / P

	Demonstrable Experience:
· Staff management and support
· Project management
· Campaign design and delivery
· Event management
· Survey design
· Consultation and engagement
· Line Management
· Strategic Development
· Public speaking
· Partnership / Relationship Building
· Leadership
· Decision Making
	E
	A / I / P

	· Lived experience of disability
	D
	

	· Understanding and experience of membership organisations
	D
	

	2. Communications


	Depth of skill is greater with more emphasis on external communications plus there is a requirement to do most of the following:
· Influence the highest levels of strategic decision making across Disability Equality Scotland.
· Communicate internally and externally to influence a wide range of stakeholders across multiple functions and external bodies, including Scottish Government officials. 
· Use interpersonal skills to change and influence opinions of large groups of people. 
· Lead external relationships between staff and external bodies.
· Disability Equality Scotland’s spokesperson for all media communications.
· Understanding of marketing and communications ideally related to not-for-profit organisations
	E
	A / I / P

	3. Staff Responsibility


	Full management responsibility for line management of employees including from a strategic and operational perspective with authority to implement solutions to short term and long-term people management issues including the management of change.


	E
	A / I / P

	4. IT, and Resources


	The work involves overall responsibility for the procurement and deployment of substantial resources or substantial responsibility for information. The responsibility includes long term planning of the procurement and deployment of resources and/or information policies, changing the source, nature, level, and composition of such resources to meet service and other requirements.


	E
	A / I / P

	5. Finance


	Corporate responsibility for the financial resources and physical assets of the organisation.

	E
	A / I / P

	6. Training


	Corporate responsibility for the HR function including mandatory training.

	E
	A

	7. Decision Making


	· Working within the overall governance framework of Disability Equality Scotland, using initiative and professional judgment over all areas of the organisation’s activities without management direction, subject only to review by the Board. 
· Makes decisions for the organisation that determine the strategic and operational direction of the organisation. 
· Signs legally binding commitments for Disability Equality Scotland acting on own authority.
	E
	A / I / P

	8. Leadership


	Provides general direction to others:

· Directs the work of a project with responsibility for assigning work, checking results, controlling costs, and handling staff or making recommendations thereon, or;
· Full responsibility for quality and quantity of work, costs, methods, input into discipline, transfers and/or promotions, or;
· Provides advanced functional and/or specialty leadership throughout the organisation
	E
	A / I / P

	9. Working Conditions


	This is a hybrid role which requires regular presence in the office for staff support and visibility (details can be agreed).
	E
	A



Essential Requirements are those, without which, a candidate would not be able to do the job. Desirable Requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.

Evidence: Application (A); Interview (I); Presentation (P); References (R)
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