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Families InFocus (Essex) Job Description 

Job Title:  Chief Executive Officer 

Salary: 
£38,813 - £43,662 per annum (depending on experience) 

plus generous pension contributions 

Responsible to: Board of Trustees 

Hours of work: 37 hours per week 

Annual Leave: 24 days per annum 

 

Main Purpose of the Job:  

To work on behalf of the Board of Trustees, in accordance with our mission, aims, 

values and objectives:- 

 To develop and deliver the strategic and operational plan and financial budget to 

ensure the ongoing sustainability, growth and success of Families InFocus 

(Essex). 

 To raise our profile and act as a strong figurehead for the charity, a positive 

ambassador with our stakeholders, clients, partners, funders and networks and 

a confident, inspiring and empathetic leader for staff and volunteers.  

 To ensure service users’ views and aspirations are taken into account for all 

service delivery and development.  

 

Specific Job responsibilities:   

Strategy planning and development:  

 To develop the charity’s strategic plan in conjunction with the Board of Trustees in 

response to key strengths, weaknesses, opportunities and threats. 

 To manage the charity effectively, ensuring that its financial security and risk 

management is maintained and enhanced.  

 To lead the development and implementation of strategic goals, objectives and 

financial plans to meet both the short term and long term goals and aspirations.  

 To take overall responsibility for achieving, monitoring and reporting on 

performance against funders’ targets and in all areas of the charity’s activities.  

 To develop a culture of continuous improvement throughout all aspects of the 

charity’s work including maintaining and building relationships with key partners, 

funders and community networks.  

 To keep abreast of the opportunities and challenges facing local third sector 

organisations and keep up to date with changing legislation/developments in local 

or national government initiatives which could affect the charity. 
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Operational Leadership:  

 To lead the development and implementation of operational plans in support of 

our strategic and accountability frameworks ensuring the organisation provides 

high quality services and meets its charitable objectives. 

 To ensure that the organisation has effective policies and procedures including 

the management of human resources, safeguarding, finance, health and safety, 

information, communication and premises, and that these meet relevant 

legislative requirements and agreed quality standards. 

 To manage the day to day operations of the charity, ensuring that staff and 

volunteers are effectively deployed and receive regular supervision, support, 

training and annual appraisals. 

 To lead key projects including those bringing significant changes for the 

organisation, ensuring that risks and threats are robustly managed.  

 

Financial management:  

 To be accountable to the Board of Trustees for the overall financial health of the 

charity, controlling budgets, expenditure and management accounts ensuring that 

income and expenditure is within financial plan targets.  

 To secure adequate funding and resources to meet income targets and 

objectives, including through bid submissions to grant making trusts, foundations 

and statutory funders, charity fundraising events and other fundraising activities. 

 To maintain and build excellent long term relationships with funders, donors and 

supporters. 

 To develop and implement an effective sustainability plan to identify and diversify 

income streams and maximise new fundraising opportunities for income 

generation.  

 To identify and put in place an effective and robust risk management strategy and 

framework to enable the charity to support its objectives.  

 

Robust governance   

 To foster excellent working relationships and ensure systems and structures are 

in place for the Board of Trustees to fulfil its statutory and regulatory requirements 

and exercise effective control of the charity’s affairs.  

 To report to the Board on progress against key strategic objectives, providing 

information and answering for organisational performance.  

 To advise the Board in all aspects of leading the charity, including short term 

and long term strategic planning for the financial welfare of the organisation.  
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Person Specification 

Attributes Essential Desirable 

Qualifications Educated to degree level or professionally 

qualified by suitable demonstrable experience 

e.g. management, health, education, social 

care, or community development.  

 

 

Experience & 

Knowledge 
Minimum of 3 years’ experience in a senior 

management role.  

Demonstrable experience of strategic and 

operational planning, service development and 

project management, including monitoring and 

evaluation.  

Demonstrable experience of human resources 

management and good practice in the 

recruitment, management and development of 

staff and volunteers. 

Demonstrable experience and a proven track 

record of bid writing and successful funding 

applications to generate income and meet 

challenging income targets. 

Demonstrable acumen and experience of 

organisational financial management including 

budget control and reporting. 

Demonstrable experience of effective 

fundraising within the non-profit and charity 

sector. 

Experience of developing and maintaining 

relationships with a diverse range of clients, 

stakeholders and partners including local third 

sector organisations and statutory agencies. 

A good understanding of the governance, legal 

requirements of a charity and company limited 

by guarantee. 

Understanding of quality assurance 

frameworks and standards.  

 
 
 
 

A good understanding of 

the needs of families of 

children and young 

people with any special 

educational need or 

disability. 

Experience of working in 

the voluntary and/or 

statutory sector.  

Experience of delivering 

front line services in a 

community setting.  

Experience of service 

level agreements, 

contracts, tendering and 

commissioning.  
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Skills & 

Abilities   
Ability to inspire and lead an organisation.  

Excellent people management skills.  

Excellent interpersonal, oral communication 

and written communication skills.  

Excellent skills in financial management. 

Excellent IT and presentation skills.  

Ability to think strategically.  

Ability to prioritise and work effectively towards 

strategic service goals, meet funders’ targets 

and deadlines. 

Ability to remain calm and focussed under 

pressure.  

Ability to manage own learning and attend 

training courses as needed.  
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Families InFocus (Essex) 

Summary of Main Terms and Conditions of Employment 

 

Position:   Chief Executive Officer  

Salary: £38,813 - £43,662 per annum (depending on experience).  

Paid monthly in arrears at the end of each month by 

payment to bank account. 

 

Length of Contract: Employment is subject to on-going funding being obtained 

for the post. 

 

Hours of work: 37 hours per week  

Some evening and weekends required to meet demands of 

the job/organisation, for which time off in lieu is given. 

Place of work: Head office based in Chelmsford.  Position requires some 

travel across Essex.   Own transport is essential.  

Annual Leave: 24 days entitlement for full time employees plus 8 paid 

public holidays.  

Pension: After completion of 6 months satisfactory service, eligible 

staff are automatically enrolled into our workplace pension 

scheme with the Creative Pension Trust, managed by 

Scottish Widows. Current employer contributions are 10% 

of basic salary. A cash enhancement option (9% of basic 

salary after administration costs) is available for those who 

opt out. 

 Probationary period: Confirmation of employment is subject to successful 

completion of a probationary period of 3 months. 

Notice for termination: 4 weeks on either side. 

Starting date: To be confirmed. Appointment is subject to satisfactory 

references and an Enhanced Disclosure and Barring 

Service check. 

 

 

March 2020 

 


