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Job Title:	
Head of Charity
Location:
Home-based, with regular travel to TALK groups, meetings and events across Guildford, Ashford, Walton-on-Thames, Woking and surrounding areas
Working Hours:
4 days per week, with flexibility as required
Salary:
£36-£40K (£45-50K FTE)
Contract Type:
Permanent (subject to a 3-month probationary period)
Accountable To:
Board of Trustees, through the Chair

About TALK
TALK is a local charity dedicated to supporting people affected by stroke and aphasia. We provide group activities, home visits, and community services designed to improve quality of life and foster social connections.
We are seeking a dynamic, compassionate Head of Charity to be responsible for leading our organisation, ensuring our services are high-quality, sustainable, and responsive to the needs of our members. 
Purpose of the Role
The Head of Charity is responsible for the overall leadership, management and development of TALK. The post-holder will ensure the charity is well governed, financially sustainable and delivering high-quality, person-centred services aligned to its mission.
The role provides strategic and operational leadership, working closely with Trustees, staff, volunteers and members to shape the charity’s future, strengthen partnerships, and ensure effective service delivery.

Key Responsibilities
1. Strategic Leadership and Governance
· Provide clear leadership and oversight of TALK’s day-to-day operations.
· Translate the charity’s mission into clear operational plans, priorities and measurable objectives.
· Support and advise the Board of Trustees, ensuring they receive timely information, reports and analysis to inform strategic decision-making.
· Attend and contribute to Board meetings, Management meetings and the Annual General Meeting (AGM).
· Prepare and present bi-monthly operational reports and an annual Head of Charity report for the AGM.
· Lead the administration of the AGM in conjunction with the Chair and staff.
· Ensure compliance with charity law, governance requirements and best practice.
· Oversee the development, review and implementation of operational policies and procedures, making recommendations to Trustees where necessary.

2. Service Development, Quality and Impact
· Lead the development, improvement and expansion of services to ensure they remain responsive, relevant and effective.
· Identify service gaps and opportunities, developing proposals with clear objectives, budgets and measurable outcomes.
· Ensure members are actively involved in shaping services through consultation and co-production.
· Establish and oversee systems to monitor performance, measure impact and gather feedback, including client satisfaction surveys and SLT appraisals.
· Produce evaluation reports for Trustees with clear recommendations and action plans.
· Keep up to date with developments in stroke, aphasia and community support, maintaining links with relevant organisations and professionals.

3. Operational Management and Service Delivery
· Oversee delivery of high-quality, accessible and compassionate services across all TALK groups.
· Ensure operational effectiveness in line with agreed procedures.
· Act as line manager to the TALK members of staff, setting annual objectives and holding regular supervision meetings.
· Address operational issues relating to volunteers, members, venues and facilities in partnership with staff.
· Oversee referral processes and relationships with referrers, including NHS services, Surrey Stroke Recovery Service and Speech & Language Therapists.
· Ensure accurate, confidential and GDPR-compliant record-keeping for members and volunteers.
· Overall responsibility to ensure compliance with Health & Safety requirements, including annual fire drills and risk assessments at each group, reporting any issues to Trustees.
· Notify Trustees promptly of any serious incidents affecting members or volunteers.

4. People Leadership and Volunteer Management
· Lead, support and motivate staff and volunteers, fostering a positive, inclusive and collaborative culture.
· Be responsible for recruitment, induction and training volunteers for groups, home visits and other roles.
· Liaise regularly with Trustees responsible for volunteer welfare and group support.
· Promote equality, diversity and inclusion across all aspects of the charity’s work.
· Engage with members to ensure their voices inform the development of services.

5. Financial Sustainability and Income Development
· Lead and oversee income generation across grants, fundraising activities, member contributions and other sources in conjunction with the Talk Fundraiser, Group Co-ordinator and Member Outreach Manager.
· In conjunction with the Talk Fundraiser ,contribute to the preparation of funding applications and grant proposals.
· Ensure compliance with funder requirements, including monitoring and reporting.
· Work closely with the Treasurer to support budgeting, financial planning and reporting.
· Contribute to the long-term financial sustainability and resilience of the charity.

6. Partnerships, Representation and Profile
· Act as the principal representative of TALK.
· Build and maintain strong relationships with local authorities, NHS services, SLTs and third-sector partners.
· Raise awareness of TALK through presentations, networking, community engagement and media opportunities.
· Represent the charity at external meetings, forums and events to strengthen its profile and referral pathways.

7. Additional Duties
· Undertake any other duties reasonably required to support the effective management and development of the charity.

Person Specification
Essential
· Proven experience managing or leading a small organisation, charity or service.
· Strong leadership and organisational skills, with the ability to manage competing priorities.
· Experience developing and improving services based on user need and evidence.
· Excellent communication and relationship-building skills.
· Experience supporting, supervising or managing staff and/or volunteers.
· High emotional intelligence and commitment to person-centred services.
· Commitment to equality, diversity and inclusion.
· Ability and willingness to travel locally to TALK groups and meetings.
Desirable
· Experience working in the voluntary or charity sector.
· Understanding of charity governance, compliance and accountability.
· Knowledge of stroke, aphasia or related health and social care services.
· Familiarity with NHS services and referral pathways.
· Experience of fundraising, grant management or income development.
· Experience of volunteer management and community engagement.
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