[image: ]
Job Description
Job Title: Chief Executive Officer –12 month initial contract
Hours: 3 days per week (pro rata to full time 35 hours)
Salary: up to £30,600 (pro rata £51,000 FTE) per annum depending on experience.
3% employer pension contributions
Duration: Start as soon as possible – 12 months  
Location: Barking & Dagenham CVS, Ripple Centre, 121-125 Ripple Road, Barking, IG11 7FN
Reports to: Board of Trustees, via CVS Chair (line manager)
Aims of the Post
· To work collaboratively with the Board of Trustees in determining organisational policy, strategic and annual business and development plans and related budget proposals
· To modernise BDCVS’ standing, leadership and facilitating role within the VCSE sector so it provides effective and innovative infrastructure support and volunteering services in recognition that outcomes are produced by whole systems rather than individuals, organisations or programmes 
· To work to ensure BDCVS is both financially stable and focuses upon strategic growth that sustains both itself and strengthens the ability of the VCSE sector to demonstrate impact and social value   
· To ensure the Ripple Centre is a social asset for BDCVS and for the VCSE sector
· To be transparent in all BDCVS’ dealings and develop trusting and honest relationships between itself and all system actors
· To engender a climate of best practice and continuous improvement in all that BDCVS does so that it acts as a beacon for the VCSE sector 
· To act as Company Secretary for BDCVS if necessary 

Main Duties and Responsibilities
Governance Compliance and Strategic Planning 
1. To be responsible for the development, implementation, monitoring and review of BDCVS’ business and strategic plans 
2. To ensure the financial sustainability of the organisation through fundraising, paid for services, business and commercial opportunities and the development of a balanced portfolio of funding streams and income generation activities 
3. To keep abreast of current thinking, policies and trends which are likely to impact on BDCVS and/or the VCSE sector; and to advise the Chair and the Board on any strategic and policy implications 4. To ensure BDCVS meets all its regulatory, compliance and good practice requirements through the development of appropriate policy and administrative frameworks 
4. To be responsible, in collaboration with the Trustee Board, for the overall strategic financial management of the organisation and for ensuring it meets all legal and external funder requirements 
5. To support the Chair and Board by advising them on all policy matters relating to the operation of BDCVS 
6. To act as company secretary or if not then to support the company secretary to ensure timely production and filing of the BDCVS Annual Report and other statutory and non-statutory compliance reports and documentation 
7. To attend and service meetings of the Trustee Board, providing information and briefings as appropriate, co-ordinating production of Board papers and ensuring action on Board decisions 
8. To promote, monitor, manage and cyclically review all internal policies and to draft and recommend new policies to the Board for adoption 
Day to Day Management
9. To be responsible for all aspects of the day-to-day management of BDCVS and the Ripple Centre, including the development, implementation, monitoring and review of relevant policies and procedures 
10. To ensure the sound day to day financial operation of BDCVS by ensuring compliance with all financial policies and procedures, routine budget monitoring, management and review  
11. To engender a climate of continuous improvement and to ensure that quality standards are embraced by all members of the staff team 
12. To manage the staff team and ensure regular support, supervision and personal development systems are in place and adhered to, and to recruit and contract and manage consultants when required 
13. To establish effective systems which engage, develop and sustain volunteering that productively support BDCVS’ activity and develop the skills and personal development needs of 
14. Ensure sufficient work plans are in place that enable the staff team work to be supported, monitored and managed to clear objectives in line with BDCVS priorities     
Strategic Development Activity
15. To lever social media and digital technology developments efficiently and effectively to further BDCVS’ operational and strategic development activity including its communications role 
16. To ensure BDCVS provides a range of high-quality support, advice and information that builds the capacity of the VCSE sector 
17. To establish effective systems which enable the VCSE sector to be strategically represented on public, private and/or VCSE sectors, partnerships, planning structures and networks at an appropriate local, regional and national level to enable effective advocacy for the needs of residents and communities and showcasing of the value of the VCSE sector and its development to that aim    
18. To promote and publicise the work of BDCVS and the VCSE sector by establishing effective systems which engage, develop and sustain productive links with members and senior officers in the public, private and VCSE sectors 
19. To establish effective systems which engage and sustain productive links with VCSE organisations for the strategic benefit of the VCSE sector 
20. Work with VCSE sector, statutory, funder and infrastructure support agencies to facilitate partnerships, networks, collaborations and consortia which lever and maximise resources for the VCSE sector to improve their overall efficiency, effectiveness and sustainability for the longer-term benefit of residents and communities 
21. To establish and sustain effective systems which engage, develop and sustain the ability of the VCSE sector to play a successful and productive central role in local initiatives 
22. To develop the Ripple Centre as a vibrant and inclusive community hub and as an income generating asset which enables BDCVS to develop and deliver other strategic objectives 
23. To undertake other development tasks necessary to realise the aims and strategic objectives of BDCVS


Person Specification: Chief Executive 
	
	Essential
	Desirable

	1. Values and Personal Attributes

	1.1 An experienced, innovative leader who can seize major opportunities for the VCSE sector and BDCVS within the current landscape 
	
· 
	

	1.2 Positive work ethic: professional, flexible, energetic, conscientious with an eye on the detail, emotionally intelligent and good influencing skills  
	· 
	

	1.3 A reflective and facilitative leader with a good collaborative approach based on the understanding that outcomes are produced by whole systems rather than individuals, organisations or programmes 
	· 
	

	2.   . Experience

	2.1 3 years recent experience of within VCSE sector at a senior and strategic level 
	· 
	

	2.2 1 year’s recent experience of leading an infrastructure charity whether a CVS or equivalent 
	
	· 

	2.3 3 years recent successful experience of managing organisational change and risks
	· 
	

	2.4 3 recent experience of understanding and assessing the needs of the local community/customer base using evidence-based data insight to shape the development and delivery of services and for funding applications 
	· 

	

	2.5 3 years recent and successful experience of fundraising by identifying new business opportunities, making successful competitive grant applications and commissioning bids  
	· 
	

	2.6 Experience of developing KPIs, outcomes & social impact in relation to activity and of monitoring and evaluating organisation or partnership performance against them.  
	· 
	

	2.7 Experience of developing strategic partnership collaborations and acting as an effective facilitator and representative at that level
	· 
	

	2.8 Successful recent experience of leveraging social media efficiently and effectively to connect, communicate, support 
	· 
	

	2.9 3 years of recent successful experience of managing organisational budgets that comprise of, multiple large and small funding streams.
	· 
	

	2.10 3 years of successful experience of supporting, servicing and working with a Trustee/Governance Board
	· 
	

	2.11 Experience of acting as a company secretary
	
	· 

	2.12 3 years recent experience of formulating, reviewing policies and procedures e.g. safeguarding, health and safety, data protection and successfully monitoring their performance, managing and reviewing them  
	· 
	

	2.13 Experience of delivering capacity building/organisational development activity, especially about governance, financial and HR management to VCSE organisations
	· 
	

	2.14 Experience of managing physical buildings as social assets
	
	· 

	3. Skills and knowledge

	3.1 Good knowledge and practical understanding of the Voluntary, Community and Social Enterprise (VCSE) sector: A solid understanding of the challenges facing the sector including the post Covid-19 landscape
	· 
	

	3.2 Good knowledge and practical understanding of the ingredients for successful change management 
	· 
	

	3.3 Good knowledge and practical understanding of managing complex systems and engendering a best practice climate of continuous improvement 
	· 
	

	3.4 Good knowledge and practical understanding of finance management, how to construct, monitor, manage and review budgets, manage risk and take appropriate remedial action, 
	· 
	

	3.5 Knowledge and practical understanding different leadership and people management styles and what makes for an effective collaborative leader 
	· 
	

	3.6 Knowledge and practical understanding of how to manage a physical building as a social asset 
	
	· 

	3.7 Strong communication and interpersonal skills, both oral and written, with the ability to engage an audience through a range of media, including digital.
	· 
	

	3.8 Good IT skills, including use of Excel spreadsheets, and experience in the use of websites, social media and databases
	· 
	

	3.9 A Degree in Community Development or related qualification 
	
	· 

	3.10 A relevant professional qualification in business management and/or leadership and management.
	
	· 

	4. Other requirements

	4.1 Ability to start in post as early as possible 
	
	· 
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