
DRAFT
JOB DESCRIPTION

Job title: Chief Executive Officer
Reports to: The Chair and Board of Trustees

Job Purpose
To lead and develop Helen’s Trust so that it implements the strategic objectives agreed by the Trustees, and broadens its sphere of influence.
Principal Accountabilities

· Lead the development of the Vision and Mission of Helen’s Trust and support the Trustees in implementing the business plan

· Create a more effective organisation capable of delivering more palliative support to an increasing patient base
• 
Ensure that the charity is well administered and meets its governance responsibilities

· Enhance the charity’s impact and profile both locally and nationally 

· Manage the professional staff and volunteers to enable them to maximise their personal contribution
Main tasks

Develop medium and long term plans for the Trust, ensuring its sustained growth and responsiveness to the needs of its patients
Direct the continuing development of service offerings to meet current and anticipated patient requirement
Lead implementation of the Business Plan, including reviewing progress against the plan, and set

appropriate targets. Work with the Trustees and other partners to define strategies to implement and further develop the business plan
 Develop operating policies and procedures to ensure activities are implemented effectively and are compliant with relevant legislative requirements
Have responsibility for day-to-day financial operation of the charity, including preparation of

budgets for the approval of the Trustees. Monitor and report performance against budget on a monthly basis. Ensure that expenditure is controlled, budgetary limits are set and constantly revised and that potential risks are anticipated and managed.
Ensure the Trust is resourced by competent and motivated staff and volunteers, and that they have potential to develop with the organisation. Take responsibility for future changes in staffing structure, and recommend salary decisions for authorisation by the Trustees

Take responsibility for HR matters, with professional external support as needed

Develop an understanding of the opportunities and effective methodology of accessing institutional and statutory funding programmes and apply these to the benefit of the Trust and its customers. 
Guide the development and implementation of marketing and promotion strategies which will enable Helen’s Trust to succeed in existing and new markets

Ensure that fund-raising is continually developed and maximised through the offices of paid and voluntary staff
Represent Helen’s Trust and maintain effective relationships with principal supporters and

Stakeholders, including the UK general public, clinical colleagues, donors, funders and patients 

Act as the “public face” of Helen’s Trust representing the charity in press and public appearances

when required.

Develop and maintain relationships with relevant partner agencies, commercial or institutional bodies in the

medical, pharmaceutical, and community health fields

The CEO will be answerable to the Board of Trustees and will be expected to attend monthly meetings to report to them. The CEO will have access to the Chair of Trustees for interim discussion and support.

PERSON SPECIFICATION

The post-holder should have:
 At least three years experience of business planning and strategy implementation, together with significant management and leadership experience through periods of growth and change
The ability to work in a self-directed manner, and to develop good working relationships with

stakeholders and partners

Familiarity with UK charity law and governance issues

Broad understanding of the business functions which support the operation

Experience of the application process to statutory funders and management of large statutory grants,

and an  understanding of the UK voluntary fundraising environment

Excellent organisational, written and verbal communication skills, including experience and

confidence in public speaking, negotiating, report-writing and dealing with press and media 
Computer literacy in dealing with standard MS word and data processing, spreadsheet and

communication packages

Experience of staff management including personal development and objective setting
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