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Job Description- Chief Executive  
Job Title: Chief Executive
Job Purpose: To be responsible for all operational aspects of the organisation. To work closely with the Board of Trustees to develop and implement strategy. To take a lead role in developing and executing the fundraising strategy and business plans.     
Salary: NJC point 40 £42,683
Accountable to: Warwickshire Young Carers Board of Trustees 
Status: Permanent role - 37 hours per week but the post holder must be willing to work flexibly as some weekend and evening work may occasionally be necessary

Based at: Ryton Gardens, Wolston Lane, Ryton on Dunsmore CV8 3ES
Holiday Entitlement: 28 days + statutory holidays

Key Responsibilities and Accountabilities: 

· Manage the day-to-day running of Warwickshire Young Carers in accordance with legal requirements, the organisation’s policies and procedures, priorities of the Board of Trustees, and in compliance with the funding agencies’ contracts and grant giving requirements 
· Finance – work closely with the Financial Controller to manage expenditure/revenue costs to ensure the charity operates with prudence and due diligence, overseeing monthly salary information to enable payroll to be run and any other management information required by the Board of Trustees
· Prepare tender applications for future contracts, charitable trusts and other grant making applications, in conjunction with the Consultant Fundraisers

· Prepare Strategic Plan and Operations Plan in conjunction with the Board of Trustees

· Ability to create strong organisational and personal brand recognition through effective media and marketing 
· Warwickshire Young Carers Company Secretary 

· Produce a quarterly management report for the Board of Trustees, and attend quarterly Trustees Meetings
· Ensure that reporting obligations to funders are submitted in a timely manner. 

· Quality Manager with primary responsibility for maintaining ISO9001:2015 accreditation in conjunction with the Internal Auditor Monitor and ensure a robust continuous improvement process is in place

· Formal bi-monthly staff supervision sessions with directly managed staff and the annual appraisal/performance targets for direct reports
· Monitor staff training and personal development, and source independent training providers to plug skills gaps 

· Lead officer for staff and volunteer recruitment 
· Ensure safeguarding policy and processes are adhered to according to Warwickshire Safeguarding Children Board  
· Represent Warwickshire Young Carers at young carers and young adult carers events and   any other networking events that are beneficial to the organisation
· Keep abreast of national and local policy as it affects young carers and their families

This list is not exhaustive, and only reflects the key responsibilities of the post holder.

Note: Due to the nature of Warwickshire Young Carers work this position is subject to a DBS check.
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Person Specification - Chief Executive
	Skills/Knowledge/Experience


	Essential
	Desirable

	Ability to lead and inspire the organisation sector with openness, honesty, integrity and transparency.
	(
	

	Credible networking, communicating and influencing skills, with emotional intelligence, interpersonal and ambassadorial abilities. Able to influence at senior levels and present effectively to a wide variety of audiences.
	(
	

	Creative and innovative thinking and the ability to build support for new ideas, both strategic and tactical as required. Strong analytical skills and clear judgement.
	(
	

	A track record of commitment to equality, diversity and inclusion, valuing differences to make better decisions and deliver better outcomes.
	(
	

	Experience of working to a Quality System Framework including Safeguarding practice 
	(
	

	A keen grasp of the commercial realities facing charities.
	(
	

	Experience of managing budgets, bank reconciliations and knowledge of financial management and operating financial systems. (QuickBooks)  
	(
	

	Experience of developing strategic partnerships and work collaboratively with other organisations.
	(

	

	Considerable proven experience of submitting successful tender bids and funding applications. 
	(
	

	Experience of leading, motivating and developing staff to reach their full potential. 
	(
	

	Excellent communicator (verbal and written skills) – equally comfortable in a board room and talking to young carers and the wider local community.
	(
	

	Ability to create strong organisational and personal brand recognition through effective media and marketing. 
	(
	

	Knowledge of the legal requirements relating to the management of voluntary organisations.
	(
	

	Knowledge of and empathy with the issues and needs of young carers.
	(
	

	Ability to manage and prioritise a varied, and sometimes heavy, workload.
	(
	

	Good IT skills Microsoft Word, Excel, PowerPoint, Outlook, Client database 
	(
	

	Skills/Knowledge/Experience


	Essential
	Desirable

	Have access to personal transport for business purposes
	(
	

	Proven track record of developing new projects and managing existing projects.
	
	(

	Experience of working with a Trustee Board 
	
	(

	Knowledge of relevant Carers’ legislation
	
	(
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