
Job Description
	Job Title
	Chief Executive


	Reports to
	General Committee of Management, comprising 14 Trustees


	Job Location
	Edinburgh



	Hours
	A part time post, with self-managed hours of approximately 10 days per month.


	Contract
	Permanent

	Supervises

	RSSWS team of 6



	Main purpose of post

	The Royal Society for the Support of Women of Scotland (The Society) is a national charity operating throughout Scotland. The Chief Executive leads a team of 6 (1 Senior Caseworker, 3 Caseworkers, 1 Office Administrator and 1 Caretaker) in the delivery of its mission to provide financial support to single women over the age of 50 who struggle to live on low income and limited savings. A charity established in 1847, but more needed and relevant than ever, RSSWS supports around 900 women on an annual basis.
· 

	Principal Tasks and Responsibilities 

	Strategic
	As Chief Executive you will provide strategic vision and leadership, within the overall direction agreed with the General Committee of Management (the Committee), ensuring that the Society’s charitable purposes are followed.
Proactive approach to developing and updating the Society’s forward plan to encompass the agreed strategic direction and in keeping with the charter and bye-laws.
Work with the staff team to effectively implement current and future strategy, delivering key outcomes in relation to the financial support of single women over 50 experiencing financial hardship.
Overall responsibility for achieving, monitoring and reporting on performance against agreed goals and plans in all areas of the Society’s activities, ensuring the Committee is kept up to date and informed of progress.
Work with the Committee and its nominated sub-committees to review and develop the Society’s strategy, in response to key strengths, weaknesses, opportunities and threats with input from key stakeholders, developing new opportunities for the Society as appropriate.
· 

	Financial and risk management
	Manage the charity effectively, ensuring that its resource management, financial security, asset management and risk appraisal is maintained and enhanced. 
Liaise with the Society’s nominated investment managers, to whom discretionary powers of management have been granted, and work with and advise the Committee, to ensure effective management of the Society’s significant investment portfolio, in line with the investment policy for the organisation.

Formulate and monitor annual budget, income, expenditure and management accounts, produce regular financial reports, ensuring effective management and use of all resources, and prepare the Trustees’ Annual Report, and the associated annual financial statements.
Ensure that the Committee and its nominated sub-committees receive regular, clear and understandable financial reports and updates.

Ensure that appropriate financial controls and procedures are in place and complied with, including appropriate sign off for external spend.  
Ensure that a risk management policy is in place and that the risk register is maintained and reviewed, evidencing the Identification and management of the control of risks.
Monitor and evidence the Society’s compliance with its own charter and bye-laws.
Organise and ensure appropriate training opportunities are available for trustees and members of staff, identifying any gaps and taking steps to address these
Act as the point person for all data protection issues; ensuring ongoing awareness of issues and support the continuing framework for  data protection compliance remains enforced and fit for purpose

Ensure that appropriate returns are made within deadlines to HMRC, Companies House, OSCR and other key bodies.


	Operational
	Ensure the smooth running of all committee and sub-committee meetings by issuing papers, minutes etc in good time; organising venues and attendance and generally establishing good working practices

Work with and support the staff team on the assessment and consideration of new applicants and reviews of existing beneficiaries, and lead on all correspondence with applicants and beneficiaries.

Co-ordinate payments to beneficiaries, suppliers, salaries and pension arrangements.
Oversight of book-keeping, expenses. invoicing etc, and bank statement reviews.
Manage the Rutland Square property including liaison with tenants and building management and maintenance. 


	Leadership
	Be an inspirational leader for the organisation, ensure a positive external image and highly motivated workforce. 

· Ensure that the appropriate staff structure and accountabilities are in place, so that all members of staff understand their key roles and their accountability.

Lead, manage and coach the staff team, providing supervision, support, development and annual appraisal to maximise their personal contributions.

Lead key strategic projects including those bringing significant change for the charity, ensuring that risks and threats are robustly managed. 

To ensure that the recruitment and deployment of the staff team is carried out effectively and efficiently in accordance with good personnel practice, and that all staff are respected, valued and safe.
· Uphold the commitment of the Society to equality, diversity and inclusion. 

· 

	Governance
	Foster good working relationships and ensure systems and structures are in place for the Committee to fulfil its statutory responsibilities and exercise effective control of the Society’s affairs. 

Report to the Committee on progress against key strategic objectives, providing information and accounting for organisational performance. 

Advise the Committee in all aspects of leading the organisation, including short- and long-term strategic planning, financial sustainability and investment management, human resources management, and service delivery.

Ensure at all times that the Society operates within statutory and the charity governance frameworks, other regulatory requirements and guidelines. 

· To ensure that the Society’s operational policies and procedures are up to date, compliant and relevant, and that the organisation is managed in line with current best practice.

Participate in regular supervisions and annual appraisal as appropriate with the Chairman of the Committee, or other delegated member of the Committee.


	Representing the Society
	Be the principal spokesperson for and represent the Society in public forums and the media, such as attending or speaking at conferences, and liaison with other charities and agencies. 
Ensure the Society is presented in an appropriate and professional manner to its stakeholders, both on a day-to-day basis, and through the preparation of the Society’s newsletters and Annual Report.

Monitor and agree all staff contact with the media in order to deliver a consistent image, approach and positive public profile of the Society.



Person Specification
	
	Criteria
	Essential OR Desirable

	Qualifications:

	Graduate or postgraduate qualification in a relevant discipline

	E


	Proven Experience:
	Significant senior experience in a charity or not for profit setting, ideally as Chief Executive.

Experience of working closely with voluntary boards, advising and guiding robust decision making.
Strong financial management expertise including budgeting, monitoring income and expenditure, risk management and mitigation and charitable financial governance.

Strong leadership style with experience in successfully managing and communicating organisational change. 

Experience of data protection management

Experience of grant making trusts and processes
Experience of minute taking.
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	Knowledge, skills and other attributes:
	Robust knowledge of charity governance.
A good understanding of the effects of poverty and the factors associated with this. 

A broad knowledge of the benefits system and other charities/grants available to woman in a similar position

Excellent written and oral communication skills 

Excellent organisational skills and ability to prioritise multiple tasks 

Adaptability, sensitivity and understanding of the varied needs of the beneficiaries
Strong management & leadership skills 
Able to work under own initiative and follow direction from the Board 

Confidential, tactful and compassionate, and works with integrity.
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