NTV CHIEF EXECUTIVE - JOB DESCRIPTION

Role description

1. The purpose of this role is to ensure that through the NTV Board and Council, tenants have a voice in the development of Government policies that have a bearing on social housing tenants, and that the NTV and the tenants views it portrays play a strong and innovative role in the fast developing tenant empowerment agenda alongside other stakeholder organisations.

Role responsibilities

2. Further information on the role of the Chief Executive is provided at Annex A. 

· The Chief Executive will be accountable to the NTV Management Board.  The Management Board and the Chief Executive will have a joint responsibility to ensure that the NTV’s programme is carried out in accordance with its objectives. 

· The Chief Executive will report to the Chair of the NTV Management Board.

· Subject to the directions of the NTV Management Board and the NTV Chair, the Chief Executive will have overall leadership and management of the NTV staff team and operational activities, sufficient to achieve the targets and objectives of the annual work programme.

· The Chief Executive will be responsible to the NTV Management Board for the promotion and representation of NTV and development of good relations and working arrangements with national, regional and local tenant and leaseholder organisations and groups as well as individual tenants and leaseholders. They will also be responsible to the NTV Management Board for working relationships with Government and government bodies, including the Tenant Services Authority, the Homes and Communities Agency and the Audit Commission. 

· Under the direction of the NTV Management Board, and based on the views of the National Tenant Council and other evidence gathered by the NTV, (by supporting the Chair or appointed Board member) the Chief Executive will provide advice to Government, the TSA (as regulator for social housing) and other relevant bodies on the views of social tenants and the facilitation of that representation.

· The Chief Executive will provide the provision of support to the Chair, the board and its committees and the National Tenant Council for them to meet their responsibilities. 

· On behalf of the NTV Management Board, the Chief Executive will need to ensure that the NTV operates in accordance with its legal and other requirements and that it provides monitoring of output information for Communities and Local Government, the Board and internal management purposes.

· On behalf of the NTV Management Board, the Chief Executive will have management of budget spending and maintenance of full financial account and arrangement of an annual audit to meet legal and Communities & Local Government requirements

· Working within a policy framework established by the NTV Management Board, the Chief Executive will be expected to lead on the recruitment, appointment and management of staff: provision of all necessary documentation and policies, overall responsibility for all staff issues.

· The Chief Executive will have an overview and an overall responsibility to the NTV Management Board of all functions carried out by the NTV, including promotional, research, tenant representation and other issues.

PERSON SPECIFICATION

Essential Criteria:
· Commitment to the aims and values of the NTV and to ensuring that social housing tenants have the strongest possible influence over national policies. 

· Commitment to the tenant empowerment agenda, voluntary tenant activity and the English tenant movement

· Able to identify and achieve strategic and business objectives
· Ability to facilitate relationships between tenants, landlords and stakeholder bodies with authority and credibility with strong and proven negotiating skills and the ability to build consensus

· Ability to communicate effectively with a wide range of stakeholders, including tenants at all levels of the organised tenant movement and those not engaged in such organisations (as well as officials at all levels and Ministers);

· Ability to work in an open and publicly accountable way

· Knowledge of working under the direction of a management board and ability to facilitate the smooth operations of a management board

· Ability to be flexible and adapt to changing circumstances

· Strong financial management skills, the ability to budget responsibly and deliver value for money. 

· Team building skills and the ability to motivate volunteers and staff

Desirable Criteria:

· Knowledge of financial accountability in a non-departmental public body 

· knowledge or experience of senior management;

· Ability to demonstrate a level of skills commensurate with having been educated to degree level or equivalent

· Understanding of how Government policy is developed (ideally with an extensive knowledge of Government housing policy)

Terms of Appointment 

Appointment Title: Chief Executive
Status: Full time 
Location: Manchester or Leeds  

Expenses: Travel and Subsistence will be paid

Annex A: Role Description 

1. This annex provides further information on key elements of the Chief Executive’s role.

Leadership & Communications

· The Chief Executive will be responsible for the promotion and representation of NTV as a new national organisation. They will be responsible for representing the NTV to the general public and helping to formulate and articulate a clear vision of its aims, objectives and priorities. 

· The Chief Executive will develop and foster strong relationships with existing tenant led organisations at national, regional and local level. They will be responsible for developing an effective participative network through which to engage with tenant groups and individual tenants.

· The Chief Executive will develop good relations and working arrangements with Government and government bodies, including the Tenant Services Authority and the Homes and Communities Agency in order that those bodies are provided with clear advice on the views of social tenants as required to inform policy development, implementation and evaluation. 

Sponsorship 
· The Chief Executive will be designated as the National Tenant Voice’s (NTV) Accounting Executive by the Departmental Accounting Executive of CLG. The Accounting Executive  of NTV is personally responsible for safeguarding the public funds for which she/ he has charge; for ensuring propriety and regularity in the handling of those public funds; and for the day -to-day  operations and management of NTV.  As Accounting Executive, the Chief Executive shall exercise the following responsibilities, in particular:

· Establish, under the direction of the NTV Management Board who will ensure agreement with CLG with the assistance of the Chief Executive, NTV’s corporate and business plans in the light of the NTV’s agreed objectives and wider strategic aims.

· Inform CLG via sponsorship arrangements of NTV’s progress in helping to achieve its objectives and in demonstrating how resources are being used to achieve those objectives;

· Ensure that timely forecasts and monitoring information on performance and finance are provided to CLG; that CLG is notified promptly if overspends or underspends are likely and that corrective action is taken; and that any significant problems, whether financial or otherwise, and whether detected by internal audit or by other means, are notified to CLG in a timely fashion.

The Board

· Advise the board on discharge of its responsibilities 

· Advise the Board on NTV’s performance compared with its objectives.

· Ensure that financial considerations are taken fully into account by the Board at all stages, where relevant, in reaching and executing its decisions 


· Take action as set out in NTV’s accounting executive memorandum if the board or its chair is contemplating a course of action which the chief executive considers would infringe the requirements of propriety or regularity.

Risk

· Ensure that a system of risk management is maintained to inform decisions on financial and operational planning and to assist in achieving objectives and targets;

· Ensure that an effective system of programme and project management is maintained;

· Ensure that adequate internal management and financial controls are maintained by the NTV, including effective measures against fraud and theft;

Staff

· Ensure that effective personnel management policies are maintained and an effective staff development plan is implemented

· Ensure that effective procedures for handling complaints about NTV are established and made widely known within NTV

Accounting 

· Sign the accounts following their agreement by the Management Board and be responsible for ensuring that proper records are kept relating to  the accounts and that he accounts are properly prepared and presented in accordance with  any guidance or directions issued by CLG, the Treasury or Cabinet Office.

· Give evidence, normally with the Accounting Executive of CLG, when summoned before the Committee of Public Accounts on the use and stewardship of public funds by NTV.

ANNEX B: CHIEF EXECUTIVE - OUTLINE CONDITIONS OF SERVICE

Remuneration

The Chief Executive’s salary is to be confirmed, depending on experience, and would be reviewed on an annual basis.  

Time Input

This will be a full time post from 1 April 2010.  

Length of Appointment

The full time appointment from 1 April 2010. It is likely it would be made for a three year period. 

Location

The location of the HQ for the NTV has not yet been decided but work on identifying it is underway. We expect that it will be based in Manchester or Leeds. 
Pension

The Chief Executive’s pension is to be confirmed.
Annual Leave Entitlement
The post holder will be entitled to 30 days leave in each calendar year, plus public holidays.

Travel and subsistence 
Travel and subsistence expenditure will be reimbursed on an actuals basis.

Starting Date
This post will not come into existence until the NTV is formally from April 2010. We consider it vital that the Chief Executive is involved before day 1 to enable him/her to have a direct input to and influence over the organisational structure, arrangements and key documentation.

To allow this to happen, the successful applicant may be appointed as a consultant to this Department for a period before the formal launch of the NTV.  He/she would be expected to attend meetings, read papers and contribute to the shaping of the new organisation.  For this appointment a pro rata salary will be agreed.  Any travel and subsistence costs will also be reimbursed on an actuals basis.  No pension will be payable during this consultancy period. 

The Secretary of State will appoint the successful candidate as Chief Executive of the NTV and will prescribe the detailed terms and conditions of the appointment. 

Conflict of interest

Candidates should not have interests that could be likely to conflict with their responsibilities as Chief Executive.  Candidates should declare any potential conflict of interest as early as possible in the selection process and should disclose information or personal connections, which, if they were appointed, might lead to an actual or perceived conflict of interest. 

