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Job description
Job title:  

Chief Executive Officer
Reporting to: 
Chair of the Board of Trustees
Joint responsibility with the Director of Operations for: team members, including volunteers
Our Ethos
Our ethos is built on the belief that meaningful work is central to human dignity and healthy communities. Our approach goes beyond just "finding a job" to focus on the long-term restoration of an individual’s confidence and sense of purpose.
Our vision
We believe that every individual has a unique set of God-given talents and abilities. We strive for excellence in helping jobseekers realise their full potential, enabling them to contribute to the community in which they live and work.
Our mission
Our Mission is to provide employability services through tailored career information, advice, guidance, practical support, and encouragement to jobseekers, whether they are currently in work or are seeking employment or training opportunities.
Overall responsibility 
Responsible for leading the development of the charity’s short and long-term strategies & policies and overseeing the operational delivery of services in line with the Christian ethos and values of People Matter.
Key responsibilities
· Directing the charity in line with the goals and vision set by the Senior Management Team (SMT) and agreed by the Board of Trustees.
· Establishing and monitoring key indicators of impact and financial health. Meeting with and reporting to trustees, including preparing a strategic plan and annual budget for approval by the Board. 

· Maintaining awareness of any risks and changes in the external environment that may affect the organisation.

· Delivering the charity’s Business Plan, ensuring the organisation fulfils its legal, statutory, and regulatory responsibilities.

· Overseeing management and delivery of funded contracts (government/statutory/grant making trusts).
· Overseeing quality throughout the charity, in collaboration with the Director of Operations 
· Collaborating with the Director of Operations to ensure a sustainable income from statutory, trust, and individual donations.

· Overseeing delivery of all Careers, Information, Advice and Guidance (CIAG) services, ensuring they confirm to Matrix quality standards.
· Working closely with our contracted bid-writer to identify and apply to a range of funding opportunities.

· Motivating and engaging volunteers, staff, beneficiaries, and prospective donors. 
· Overseeing HR function, including well-being and performance.

· Representing the charity at meetings, functions, and events.

· Occasionally seeing clients for one-to-one Information, Advice and Guidance sessions.
Person Specification:

We are looking for an exceptional individual who is passionate about helping jobseekers reach their full potential. 

The role involves management of a small staff team as well as oversight of Governance including finances, fundraising, and communications.

Essential criteria:

· Demonstrable evidence of exceptional team leadership and management skills at a senior level, with proven ability to motivate and develop staff and volunteers. 

· Be a relational leader who is person-centric and empathetic.

· Ability to set a clear, compelling and long-term strategic direction for the charity through the annual business planning and delivery cycle.

· Successful in building relationships with beneficiaries, grant and statutory funders, and partner organisations. 

· Applicants must be confident in managing an organisation with a budget of £500,000.

· Be able to engage with local Churches and para-Church organisations

· Under the 2010 Equality Act, schedule 9, there is a genuine occupational requirement for the Senior Management Team (CEO and Director of Operations), and Board of Trustees to be practising Christians, to ensure the protection of our strong Christian ethos and values.   

Desirable criteria:

· Experience of senior leadership or organisational management in a not-for-profit sector role.  However, the Board is open to applicants with transferrable skills from public services leadership.

· Experience of using a variety of digital tools and technologies.

· Knowledge and/or experience of fundraising and bidding for diverse income streams.

· Good understanding of marketing and communications.

· Strong project management skills.

· Able and committed to taking on new knowledge, eg emerging government employment policies, sufficient for the effective oversight and planning of team activities.
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