Job Description

Post title

Chief Executive. 

Responsible to:
The Chairman and the Board of Trustees 

Responsible for: 
All staff employed within the Foundation and specifically for members of the Senior Management Team.

Work base:
Head Office, Liverpool or as reasonably determined by the Foundation. 

Job purpose: 
To take the strategic and operational responsibility for the day-to-day running of the Foundation and its operations as a whole.

Dimensions:

Annual budget 
c£4 million




Number of staff 
100   



Number of sites
13

Job context

· To articulate, plan and deliver the strategic aims and objectives of the organisation in accordance with the Foundation’s business plan and the decisions of the Board of Trustees.

· To provide inspiration and motivational leadership throughout the organisation, principally through the  Senior Management Team

· To identify future opportunities for the Foundation and develop strategies to achieve them as agreed by the Board of Trustees.

· To provide effective reporting to the Board on the work of the Foundation – ensuring proper governance of the organisation at all times. 

· Proactively build and sustain productive working relationships with a range of external stakeholders and organisations locally, regionally, nationally and internationally - sustaining and developing the Foundation’s reputation and services, influencing decision makers. 

Outline of duties and responsibilities

1. Formal responsibility for the vision, service standards, policy development, policy implementation and performance of the Foundation and its operations, particularly ensuring that all and any such services –

· Fully comply with all relevant laws and regulations e.g., Charity Commissioners, Companies House, health and safety etc.

· Conduct formal annual appraisals of the senior management team

· Meet the Foundation’s service standards, quality assurance management requirements, standing orders, the Foundation’s policies and procedures

· Are rigorous in the implementation of all policies and procedures and are served by timely, accurate and comprehensive management data from which trends, challenges and opportunities can be identified and acted upon.

· Meet the compliance requirements set out in any contracts or other agreements with commissioning agencies and other organisations. 

· Make regular use of external sources of information on innovations and ‘best practice’.

2. To put into place necessary staffing arrangements as agreed within the annual plan and budget in accordance with employment law and regulation, health and safety law, Foundation’s contracts of employment, established and proven best practice and associated policies and procedures.   

3. Negotiate and deliver contracts for resources and services in accordance with the business plan, aims and values, particularly focusing on achieving and exceeding the required performance under such contracts, and agreeing any appropriate revisions to contract provisions as may be required from time to time.

4. To ensure the creation and review of the Foundation’s business plan; and to compile and deliver a Budget, which is authorised by the Board and meets the objectives of the charity.

5. To ensure the preparation of the annual reports of Trustees/Directors and financial statements in line with accounting standards and Charity Commissioners’ frameworks and facilitate the proper external audit of the Foundation’s affairs.

6. To be the Foundation’s lead representative and to promote the Foundation with local, regional, national and international working parties as well as the media as required. 

7. To ensure effective relationships and communications are in place with the Chair, providing regular formal and informal contact and feedback on the Foundation’s performance, challenges and successes.
8. Ensure that individual performance is reviewed regularly. All staff to have job descriptions with clear objectives and appropriate coaching and training.  
9. Ensure the charity’s strategies and programmes – particularly fundraising - provide both the organisation and the public with value for money and are managed with integrity.
10. Constantly observe the performance and actions of other charities and voluntary organisations and benchmark performance to ensure the Roy Castle Lung Cancer Foundation operates in the top 10%
11. Such other duties as may be reasonably seen to be appropriate to the skills and expertise of this role as required from time to time, in line with the Foundation’s development.

