The Trust for Developing Communities

Chief Executive
JOB DESCRIPTION

REPORTS TO:
The Board of Trustees
CONDITIONS:

Hours:
37 hours per week. 
Salary Scale:
NJC salary scale spinal point 44 (£38,789) – point 49 (£43,387) Starting salary appropriate to experience 
Work Base:
At a TDC office base in Brighton & Hove. 

Holiday Entitlement:
25 days a year, plus an extra 3 days at Christmas and all statutory holidays.

Probationary Period:
This post will be subject to a 6 month probationary period, at the end of which an assessment will be conducted. This will not be a requirement if a probationary period with TDC has already been completed.
Pension:
After successful completion of the six month probationary period, (as from February 2017) TDC will pay a contribution equal to 6% of salary into TDC’s Pension Scheme with Aegon Scottish Equitable.
Unsocial Hours:
Whilst staff will normally work during Monday to Friday, occasional weekend working is sometimes required and evening work is necessary in most posts

Time off ‘in lieu’
There is no facility for ‘overtime pay’ – time off ‘in lieu’ is negotiated and we try to be flexible with hours worked, always bearing in mind the needs of the users.

PURPOSE OF JOB:

The Chief Executive will ensure that TDC agrees and follows a three year Development Plan, as agreed by the Trustees.  The Chief Executive will take specific responsibility for:

· Working with Trustees to ensure robust governance and clear strategic direction 

· Upholding TDC’s commitment to a high quality community development approach

· Ensuring TDC has strong financial management, administration and financial planning


· Providing overall management and leadership of the organisation


· Ensuring TDC delivers on commissioned projects 


· Developing and maintaining good working relations with partners 
MAIN RESPONSIBILITIES OF THE CHIEF EXECUTIVE
1. Working with Trustees to ensure robust governance and clear strategic direction 
1.1 
To develop policy and proposals for strategic direction within the organisation, to include on-going development of the business plan. 

1.1      To ensure all appropriate reporting to the Trustees on every aspect of TDC’s
work.
1.2       To ensure the robust reporting of financial risk to include risk around the
      sustainability of the organisation.

1.3       To work with the Trustees on enduring Board developments. 
1.4       To engage with business partnerships and work closely with the Business

                       Development Manager post.

2. Upholding TDC’s commitment to a high quality community development approach

2.1 
To be the voice of community development in Brighton & Hove, promoting community development in TDC partnerships, the sector, with business and as part of our local and national profile.

2.2     To assist and advise, in the delivery of participation, involvement and development projects at citywide, community and neighbourhood level.

2.1      To implement and promote TDC’s Equality & Diversity Policy.  All staff are 
      required to be active against prejudice from; colleagues, community  

      members and all others.  A positive attitude towards equal opportunities and 
      anti-discrimination practice should permeate all aspects of TDC’s work.

3. Ensuring TDC has strong financial management, administration and financial planning

3.1 
To ensure the effective implementation of TDC’s cross-sector fundraising strategy, maximising income wherever possible.

3.1      To develop, and ensure, that suitable financial and administrative systems are
     maintained throughout TDC. 

4. Providing overall management and leadership of the organisation
4.1 
To work closely with the Projects Managers and off-site consultants/workers in regular work planning and the day to day management of TDC’s activities. 


4.2 
To ensure the staff team are well supported, supervised and have opportunities for personal development. 
4.3      To ensure oversight of Central Services Manager liaison with HR company, policies and process.

5. Ensuring TDC delivers on commissioned projects 

5.1 
To prepare funding applications and work plans, and ensure that funds are used for the purposes outlined in the application.
5.1      To ensure effective monitoring and evaluation is undertaken as might be 

required by TDC, any funders or partners. 
5.2      To develop and deliver consultancies, commissions, consultations, training 
     and research work.

6. Developing and maintaining good working relations with partners and commissioners

6.1  
To establish and maintain good working relationships with other relevant agencies, bodies and individuals, including Brighton and Hove City Council, other statutory and delivery agencies, other voluntary sector infrastructure bodies and local community and voluntary groups.


6.1      To ensure effective marketing and positive public relations of TDC.
7. To maintain overview of and provide leadership around key operational needs of the organisation.

7.1   
Ensure effective IT for all staff with a strategy for continuing development.
7.2  
Develop and deliver on-going and collaborative communications and marketing in the organisation. 

8. To undertake all other reasonable tasks and responsibilities as requested by the Board of Trustees.

The post-holder will be supported in delivering all of the above by the Board of Trustees and regular supervision sessions will be provided.

PERSON SPECIFICATION

Essential Skills, Knowledge and Experience
PRIORITY:

1. Proven record of experience of direct community work delivery.

2. Minimum of 3 years’ experience of project management, including management of a diverse set of projects simultaneously and the ability to meet tight deadlines.

3. Minimum of 3 years’ experience of directly supervising staff who directly deliver community work. 

4. Direct experience of working for a member-led voluntary organisation, including reporting to and being responsible to a voluntary management committee.


5. Experience of developing policy within an organisation, including the responsibility for ensuring that those policies are carried out.


6. Evidence of the ability to use tact and diplomacy internally and externally, and to ensure that supervised staff adhere to the agreed policies and practices of the organisation.
7. Experience and skills in planning and running facilitation/training and the ability to negotiate income generation opportunities. 
8. Evidence of responsibility for managing budgets, including financial procedures, planning, monitoring and control. 
9. Experience of successful multi-agency and partnership working in the delivery of commissioned/funded projects and charity/business partnership agreements.
10. Experience of monitoring and evaluation systems and ability to implement throughout the organisation. 
11. Skills in public speaking, including experience in the presentation of information to local communities, the media, conferences and meetings of senior decision makers.

STANDARD:

1. Practical ability to manage own workload, set priorities and ensure that others do so.

2. Experience in the preparation of successful funding applications to a variety of sources.

3. Good understanding and commitment to equal opportunities and experience of working with diverse communities, cultures and faiths.
4. Computer literacy, including word processing, Office 365, spreadsheets, email, social

      media, blogs. 

5. A strong belief in the capacity of communities, to identify their own needs, to make their own decisions and evidence of experience of working directly with local community groups.

6. Up to date knowledge of community development issues including relevant national and local policy.


7. The ability to collaborate with and influence stakeholders and strategic partners around community development and engagement issues.
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