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JOB DESCRIPTION

POSITION:


CHIEF EXECUTIVE
ACCOUNTABLE TO:
BOARD OF TRUSTEES 

Overall purpose of Post

· The Chief Executive is the Chief Officer and Company Secretary for the Fellowship of St. Nicholas (FSN).

1.0 Key Tasks

1.1 
To increase sustainability of the organisation by developing a business model that will attract diverse sources of funding within the aims and objectives of the charity ensuring public benefit.

1.2 
The management and administration of FSN within the strategic framework set by the Trustees.

1.3 
The efficient and effective achievement or implementation of policy objectives or decision set or made by the Trustees.

1.4 
Together with the Chair, to enabling the Board of Trustees to fulfil its functions and ensuring that the Board receives appropriate and timely information and advice on all relevant matters. 

1.5   
The motivation, well-being and efficiency of staff.
1.6 
To encourage and be supportive of Volunteers  

2.0     Main Duties
2.1
The management and administration of FSN within the strategic framework set by the Trustees:

· To provide leadership to the senior management team and supervise its work.

· To ensure there is a long-term business plan for FSN’s development, with objectives which can be monitored.  To monitor and review this plan on a regular basis.

· To set clear objectives for staff and ensure that these are monitored on a regular basis.

· To keep the management arrangements of FSN under review and make proposals to the Trustees for appropriate changes.

· To promote FSN publicly, fostering good relationships with the local community, local government, statutory, voluntary and private bodies. 

· To prepare plans for income generation and control of the FSN’s budget.

· To ensure that FSN is properly advised in legal, financial and other matters as appropriate. 
· To lead on Health & Safety and Data Protection legislation and requirements
· To immediately advise the board of all urgent matters, that would require their attention
2.2   
The efficient and effective achievement or implementation of policy objectives or decisions set or made by the Trustees:

· To encourage imagination and open mindedness in the development of services to meet the needs of children and families within the policy objectives of FSN.

· To ensure that the resources of the FSN are best deployed to meet the agreed objectives.

· To monitor the overall progress of the FSN in meeting objectives and implementing decisions, including performance against the financial budget and business plan
2.3 
Together with the Chair, enabling the Board of Trustees to fulfil its functions and ensuring that the Board receives appropriate and timely information and advice on all relevant matters:

· To ensure that the Trustees set overall strategy and policy objectives.

· To propose for the Board’s approval an annual calendar of meetings for the Board, and any sub-committees, and of other important meetings and events.

· To ensure that items requiring the consideration of the Board are placed on the agenda of its meetings.

· To prepare regular and appropriate reports on the progress of the FSN in achieving policy objectives and implementing decisions, including performance against the financial budget. 

· To ensure that the Board receives appropriate and timely advice and information on other matters relevant to the discharge of its responsibilities, including the review of the strategic direction of the FSN.

· To supervise the preparation of policy proposals for consideration by the Board.
2.4     The motivation, well-being and efficiency of staff:

· To ensure that the FSN’s corporate values and policies are relevant, fair and consistently implemented.
· To ensure that the recruitment, management, training and development of staff are directed to achieving the objectives of FSN, including the implementation of current employment and equal opportunities legislation and good practice.
· To foster good communications within the organisation
· To maintain a climate which attracts, retains and motivates good staff.
This Job Description outlines the general ways in which it is expected you will meet the overall requirements of this post.

The list of tasks is not an exclusive one and duties may be varied from time to time.  This Job Description is subject to regular review.
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