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JOB DESCRIPTION

Post: Chief Executive


Grade: APT & C Scale point 47-49 (£39885- £41,616) Pro rata for 21 hours per week

Term of Contract: Permanent (Subject to funding)
Hours: 21 hours per week (Flexi-time system in operation)


Office Base: 
Cornbrook Enterprise Centre, 70 Quenby Street, Manchester, M15 4HW.


Employer: Third Sector Essentials Community Interest Company


Responsible to: Third Sector Essentials CIC Board of Directors
Responsible for: All Third Sector Essentials CIC employed staff and volunteers

Main Contacts:  Chair and Board of Directors of Third Sector Essentials CIC; voluntary and community groups across Greater Manchester, forums and networks in Greater Manchester; GMVSS members; The Big Lottery Fund and other current and potential funders; Members and Officers of Manchester City Council; partners agencies in Manchester Community Central; officers of other public agencies; NAVCA and other regional and national networks.

Main purpose of job: To provide operational management and strategic direction for Third Sector Essentials CIC within a quality and equality framework agreed by the Board of Directors; to liaise and develop partnerships with external agencies on behalf of Third Sector Essentials CIC for the voluntary & community sector; to lead on policy work within Third Sector Essentials CIC; to maintain and promote Third Sector Essentials CIC’s profile across the North West of England.

Main Duties and Responsibilities:

1. Operational Management

· To be responsible for the overall management of Third Sector Essentials CIC, including responsibility for personnel, finances, and policies and procedures.

· To be responsible for ensuring that Third Sector Essentials CIC complies with all legal, regulatory and funding requirements, including advising the Board of Directors about their duties and responsibilities

· To manage and develop the human resources of Third Sector Essentials CIC, in accordance with the staff structure 

· To provide line management to senior staff 

· To service the work of the Board of Directors and any sub-committees, and to act as Company Secretary to Third Sector Essentials CIC.

· To ensure that appropriate funding sources and opportunities for developing new business for Third Sector Essentials CIC are identified and secured, and are agreed by the Board of Directors.

· To be responsible for ensuring that the work of Third Sector Essentials CIC is properly recorded and monitored, and that regular Reports are submitted to the Board of Directors and relevant funding bodies.

· To be responsible for ensuring the implementation and monitoring of Third Sector Essentials CIC’s Equal Opportunities policies and procedures

2. Strategic Direction

· To support Board of Directors in regularly reviewing the work of Third Sector Essentials CIC and ensuring that the services of Third Sector Essentials CIC remain appropriate and relevant to the current context

· To be responsible for drafting Third Sector Essentials CIC’s Strategic Plan and Business plans in consultation with a range of stakeholders

· To take a lead role in assessing, recommending and developing new directions for Third Sector Essentials CIC

· To be responsible for ensuring that Strategic Aims are translated into individual annual work plans for Third Sector Essentials CIC staff

3. Liaison and Partnership Working

· To liaise with Manchester City Council and other public bodies where appropriate and to represent Third Sector Essentials CIC on joint working groups when practical.

· To attend and take an active role in the Manchester Community Central Partnership, GMVSS and other relevant partnerships.

· To represent Third Sector Essentials CIC on other external Committees and Partnerships as required 

· To liaise with all current and future funders and meet their requirements to attend meetings/partnerships as required.

4. Policy Work

· To be responsible for policy work within Third Sector Essentials CIC

· To advise and work with the Board of Directors on policy issues where necessary

5. Quality assurance

· To lead on developing and maintaining appropriate Quality Assurance systems for Third Sector Essentials CIC. 

6.  Business Development

· To be responsible for ensuring that the plans, activities and successes of Third Sector Essentials CIC are widely promoted to funding agencies, potential future funders, organisations who may access our services, other statutory and corporate sector agencies, the voluntary and community sectors.

· To be responsible for developing new business opportunities for Third Sector Essentials CIC.

7. General

· To work to combat discrimination specifically on the grounds of gender, race, sexuality, disability and age; and to ensure that the principles of equal opportunities are implemented in all work undertaken on behalf of Sector Essentials CIC

· To carry out the above duties commensurate with the responsibilities of the post in a manner which actively supports and promotes Third Sector Essentials CIC’s aims and policies

· To carry out any other duties commensurate with the post and agreed with the Board of Directors.
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PERSON SPECIFICATION

The post holder should be able to demonstrate that he or she has skills and experience in each of the following areas:

Common Requirements of all Third Sector Essential CIC posts:

1 Communication Skills

· To be able to understand and be understood by different groups and individuals in various situations. 

· To be able to prepare and present both written and verbal reports, to a high standard.

· To be a confident public speaker, and to be able to play an active part in a range of meetings, small and large.

2 Interpersonal Skills

· To be able to form good working relationships with people from a wide range of social, cultural and ethnic backgrounds to enable you to achieve your goals and also to promote and enhance Third Sector Essentials CIC’s reputation.

· To be skilled and experienced in forming and maintaining constructive partnerships with external agencies

3 Organisation Skills

· To be able to plan and organise your own workload, and manage your time.  

· To be able to set up and maintain appropriate systems for the management of your work.

· To be skilled and experienced in organisational planning, in producing Strategic and Business plans

4 Team Working

· To be able to maintain and develop a team working approach within Third Sector Essentials CIC

5 Information & Communication Technology Skills

· To be able to use and have experience of using a word-processor, database, and spreadsheet.  

· To be self-servicing in terms of typing.

6 Equal Opportunities

· To be committed to equal opportunities for everyone, and especially people who have received unfair treatment because of their gender, race, sexuality, disability or age.

7 Third Sector

· To understand the third sector, the context within which third sector organisations work, and their value base.  

· To have knowledge and understanding of the current issues facing the third sector, and to be able to demonstrate some practical experience in making a contribution at policy level

· To have knowledge and understanding of the legal and regulatory requirements for third sector organisations

· To have experience of working in the third sector at senior management level, to a voluntary management committee.  (Minimum of 5 years).
Additional Requirements Specific to this Post:

8. 
Management

· To be a skilled and experienced manager, including managing staff

· To be able to understand and interpret complex financial information 

· To be skilled in effective decision making

9. 
Working with voluntary and community groups

· To be aware of and sensitive to the needs and issues of third sector groups

· To be able to fulfil an appropriate enabling role in working with the rest of the third sector

· To be able to advocate for the needs of third sector groups

10.
Monitoring and Evaluation

· To have knowledge and understanding of appropriate systems of monitoring and evaluation

· To be able to devise and implement systems which meet the requirements of funding and regulatory bodies

11. 
Quality Assurance

· To have knowledge and understanding of quality assurance systems

12.       Marketing and promotion

· To be skilled and experienced in a range of marketing and promotion methods.
· To have experience of developing new business opportunities (funding, consultancy and trading)

