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	Job Title:
	MCA Interim Director (Maternity Locum)

	Responsible to:
	Chair of the Board of Trustees

	Hours & Salary:
	Fixed 9-month contract on 25 hours per week £40,000 pa (Pro Rata)

	Holiday entitlement:
	25 days annual leave plus bank holidays (Pro Rata over 9 months) and an additional 3 days between Christmas and New Year.  

	Based at:
	Based at Mortlake Community Association:
· Mortlake Hall, 30 Mullins Path, SW14 8EZ
· Office base: St Mary the Virgin Church, Mortlake High Street, SW14 8JA

	Purpose of the Post:
The Interim Director will be appointed to cover the existing post-holder’s maternity leave (May 2026 to January 2027). The Interim Director will have responsibility for the leadership and management of Mortlake Community Association (MCA) and Mortlake Hall. The postholder will work with the Board of Trustees to maintain and deliver the agreed strategic direction of the charity, ensuring MCA meets its charitable objectives and responds effectively to the needs of the local community.
The Interim Director is responsible for the effective day-to-day management of the charity and Mortlake Hall, including staff leadership and supervision, financial management, fundraising, partnership working, building management, and monitoring and evaluation. The role requires strong leadership and relationship-building skills to ensure MCA remains at the heart of community life in Mortlake; recognised as a model of good practice within the London Borough of Richmond upon Thames.

	Key Accountabilities:

	1.
	Work with the Board of Trustees to implement the vision and strategic direction of MCA.

	2.
	Take overall responsibility for the operational management and day-to-day financial management of the charity and Mortlake Hall.

	3
	Work closely with current Director of MCA in run-up to maternity leave and maintaining contact, especially during the statutory Keep In Touch days (KIT).

	4.
	Maintain relationship with existing funders for the charity and ensure timely, accurate reporting. 

	5.
	Oversee building and facilities management, working closely with the Building & Facilities Subcommittee.

	6
	Ensure that the local community is engaged with the work of MCA through ongoing consultation, discussion and community planning activities/events. 

	7. 
	Respond proactively to changes in the voluntary, statutory and wider sectors to ensure the charity’s sustainability while maintaining its identity and independence.

	8.
	Maintain and deliver existing projects and activities that underpin the MCA’s charitable objectives and strategic plans.



	Main Responsibilities:

	1.
	Manage and supervise the staff team (currently three direct reports), ensuring staff are supported, motivated and aligned with MCA’s vision and values.

	2.
	Maintain effective relationships with key partners, stakeholders, local authorities and funders and represent the work of the charity externally.

	3.
	Liaise closely with and report to the Board of Trustees, including supporting the development of an annual schedule of Board meetings and ensuring timely provision of appropriate reports and papers.

	4.
	Work closely with Treasurer to set and monitor budgets, cash flow and financial decisions; retain accurate records of day-to-day financial expenditure/receipts to provide regular reporting to the Treasurer.

	5.
	Ensure appropriate risk assessments are undertaken if new projects or activities are introduced.

	6. 
	Write funding proposals, identify new funding opportunities, and oversee the development of major funding bids in collaboration with the Fundraising Volunteer and the Chair of the Board.

	7.
	Oversee the management of externally funded projects, ensuring outcomes, targets and budgets are met.

	8.
	Ensure accurate and effective data collection across projects, using systems and databases to support reporting to funders and partners.

	9.
	Ensure all projects and activities are effectively monitored and evaluated, with learning informing future planning and development.

	10.
	Manage and supervise project tutors (paid and volunteer) and external consultants as required (e.g. fundraising or marketing consultants).

	11.
	Oversee all external marketing and communications promoting the work of MCA including the Website, all Social Media channels, newsletters, leaflets and posters.

	12.
	Maintain overall responsibility for ensuring policies and procedures are current and compliant, including Safeguarding, Health & Safety, GDPR and Equality, Diversity and Inclusion.

	13.
	Ensure recruitment, management, training and development of volunteers reflects best volunteering practices. 

	14.
	Ensure all MCA activities are impactful and aligned with the charity’s objectives.

	15.
	Ensure the effective management, maintenance and use of Mortlake Hall.

	16.
	Signposting individuals and families to other agencies where necessary.

	17.
	Commit to ongoing professional development and relevant training





PERSON SPECIFICATION
	Essential experience: 

	Senior leadership or management experience within a charity, voluntary, community or not-for-profit organisation.

	Experience working with, reporting to, or supporting a Board of Trustees or equivalent governance body.

	Proven experience of managing and supporting staff and volunteers.

	Demonstrable experience of securing funding, including writing successful funding bids and managing funder relationships.

	Experience of budget management and financial oversight, working closely with a Treasurer or finance lead.

	Experience of overseeing projects or programmes, including monitoring, evaluation and reporting.

	Experience of managing buildings, facilities or community assets (or the ability to develop this quickly).

	Desirable experience: 

	Experience leading a community centre or multi-use community facility.

	Experience of partnership working with local authorities, statutory bodies and community organisations.

	Experience of organisational development. 

	Knowledge of Mortlake community and/ or the voluntary sector within the London Borough of Richmond upon Thames.

	Skills and Knowledge:

	Strong leadership, management and motivational skills.

	Excellent communication skills, with the ability to engage effectively with Trustees, staff, volunteers, funders, partners and community members.

	Sound understanding of charity governance, including Charity Commission requirements, regulatory compliance and governance best practice.

	Knowledge of safeguarding, health and safety, data protection (GDPR) and equality, diversity and inclusion principles.

	Strong organisational and time-management skills, with the ability to manage competing priorities.

	Confident IT skills, including use of databases, reporting tools and standard office software.

	Personal Attributes: 

	Commitment to the values and objectives of Mortlake Community Association.

	Ability to work collaboratively while also taking initiative and working independently.

	Resilient, adaptable and proactive in responding to change.

	Inclusive and community-focused approach, with respect for diversity and experience.

	Willingness to engage in ongoing learning and professional development.

	Other requirements:

	Able to work evenings and weekends as agreed where necessary. 
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