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	CEO

	Salary
	£50,000 - £52,000 (Pro Rata) and potential bonus for achieving fundraising targets

	Based at
	Headway House, Gloucester 

	Hours
	37.5 hours per week with the option of some flexibility depending on business need 

	Contract
	Permanent

	Responsible to
	The Board of Trustees

	Main Objectives

	To provide strategic and operational leadership for the development and delivery of services and evidence their positive impact for ABI survivors and those who support them.  To assist the Trustees with overall governance, policy, strategy and financial management of the organisation and to ensure compliance with legal and contractual requirements.  To be responsible for the reputation and continuing success of Headway Gloucestershire. 

	Key Responsibilities

	Strategic Planning/Implementation and Review 

· Work with the Trustees to create a business plan and annual strategy to work towards achieving key organisational goals, reviewing, updating and reporting progress regularly.
· Agree an annual operational budget with Trustees, monitor and report financial position and support production of annual accounts.
· Negotiate contracts and identify appropriate sources of funding to maintain and develop services.
· Oversee the delivery of existing services; introduce new and enhanced services in line with strategic aims and as gaps in services are identified.
· Ensure the organisation has all necessary and appropriate policies in place.
· Overall responsibility for fundraising and marketing strategies.

	External Relations
· Act as principal spokesperson and advocate for the Charity, working with key stakeholders, partners and funders to maintain and enhance its reputation.
· Promote collaborative work with other relevant statutory, charitable/voluntary and corporate bodies to offer the best possible service for those affected by acquired brain injury.
· Establish links and build relationships with key people of influence within Gloucestershire County Council, the Integrated Care Board and NHS services.

· Lead in negotiations for core funding, service specifications, and contracts.
· Maintain links with Headway UK and other Headway Groups and Branches.

· Support national campaigns that champion the issues faced by ABI survivors in Gloucestershire.

	Management
· Responsible for ensuring that best practice is followed in all aspects of people management from recruitment onwards in respect of employees and volunteers including regular training and supervision.
· Ensure tasks and individual objectives are fairly allocated to ensure delivery against the business plan.
· Be accountable for quality, including the risk management of all aspects of the charity business and accurate capture of data for reporting, record keeping and invoicing.
· Oversee the development of systems, documents and procedures to support the smooth running of services.

· Responsible for financial management of the charity including payroll instructions and pension administration.

· Develop and produce relevant information for the bi-monthly board of Trustee meetings.

· Obtain all necessary resources and equipment.

· Ensure the regular monitoring and evaluation of services, with a drive for continuous improvement.


	Fundraising and publicity
· Set and achieve the charity’s annual fundraising target.

· Lead in the preparation of grant applications and support fundraising events.

· Ensure that marketing materials are accurate and current including written and electronic information.

· Raise awareness of Headway Gloucestershire through attending local events, active social media and website and occasional press releases.

	General

· To keep the board of Trustees appraised of opportunities and risks.

· To assist in keeping Headway House in a suitable state of order.

· Undertake any other duties that may reasonably be required.


This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.

PERSON SPECIFICATION

	What is Headway Gloucestershire looking for?
	How will we check if you have it?


	
	
	Application Form
	Interview


	Knowledge, Skills and Experience

	1.
	Experience of managing, innovating and leading a small or medium size organisation including Board level activities, people management, budgetary control, developing and delivering strategy.
	(
	(

	2.
	Experience of developing and delivering services for vulnerable clients and an understanding of Health and Social Care and the integration agenda.
	(
	(

	3.
	Excellent interpersonal and communication skills, a strong collaborative approach and an ability to build support for a cause.
	(
	(

	4.
	Educated to degree level or above
	(
	

	5.
	Full, clean driving licence and use of a car
	(
	

	Competencies

	
	Leadership and Management

· Seeks innovative or creative approaches to overcome issues.
· Correctly interprets numerical data, verbal data and other information.
· Bases decisions on transparent and open processes and clearly communicates them.
· Ensures roles within the team are clear and that individuals know what is expected of them.
· Motivates and empowers others to achieve goals, adapting style as necessary.

· Provides staff with development opportunities and coaching in a fair and consistent way.
· Takes appropriate action when individuals fail to meet expected behavioural or performance standards.
· Translates strategies into achievable programmes of action
	(
	(

	
	Person Centred Approach:-

· Demonstrates a commitment to participation and involvement of service users.

· Actively ensures adults and children are safeguarded from harm.

· Manages confidential information appropriately and shows regard for sensitive, personal information.

· Considers health and safety needs for every activity, following policies and procedures accurately.
	(

	(


	
	Personal Development and Effectiveness:-

· Is punctual in work.
· Maintains accurate records and produces additional information as required.
· Demonstrates commitment to working towards shared goals.
· Monitors, manages and undertakes multiple tasks
	(
	(


	
	Specialist Knowledge and Application:-

· Demonstrates procedures, policies and requirements are applied appropriately.

· Demonstrates thorough job-related knowledge and expertise and strives to develop new areas of expertise.
	(
	(
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