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	Job Description


	POST DETAILS

	POST TITLE: Chief Executive Officer

	UNIT/TEAM: Senior Leadership Management Team
	GRADE: CEO


	JOB PURPOSE

	Accountable to the Board of Governors the CEO will lead a senior team in the delivery of Rossie’s Vision and the Priorities set out in the Strategic Plan. Specifically, the CEO will ensure that all operational, financial, human resource, property, ICT, marketing, fundraising, and quality assurance objectives are implemented economically, efficiently and effectively and that all regulatory obligations are fulfilled. The CEO will ensure positive relationships are maintained with key partners and stakeholders including the Scottish Government, and with the Chair and Board of Governors.



	MAIN TASKS

	1. Implementing the Strategic Plan
2. Leading and managing staff to deliver Strategic Priorities
3. Reporting to the Board on progress with and achievement of Strategic Priorities
4. Business planning to support achievement of Strategic Priorities

5. Ensuring the safe and values-based care of all children placed at Rossie

6. Communicating Rossie’s values to all staff, and externally as required
7. Recruiting, developing and retaining staff with necessary skills
8. Financial Planning, budgeting and controlling expenditure 

9. Marketing and related activities to secure income through place charging and other means

10. Supporting the Board in carrying out its governance responsibilities


	REPORTING RELATIONSHIPS

	The CEO reports to the Chair and Board of Governors and leads the Senior Leadership and Management Team (SLMT)


	ACTIVITIES

	1, 2, 3 and 4: Implementing the Strategic Plan; Leading and managing staff to deliver Strategic Priorities; Reporting to the Board on progress; and Business Planning to support achievement of Strategic Priorities
· Working collaboratively with the Board to review, refresh and deliver the Strategic Plan.
· Drafting a Business Plan setting out and communicating management objectives to support the achievement of Strategic Priorities.
· Reporting to the Board monthly, quarterly, annually or at such intervals as may be agreed, on achievement of Strategic Priorities using where appropriate agreed Key Performance Indicators (KPIs). 

· Maintaining a prioritised list of capital projects for Board review at appropriate intervals.
· Regular reporting to the Board of progress with approved capital projects. 

· Acting at all times in the best interests of the Charity.
5 and 6: Ensuring the safe and values-based care of all children placed at Rossie       and Communicating Rossie’s values to all staff, and externally as required
· Providing motivational leadership and vision to Managers and all staff groups. 

· Facilitating cross-departmental collaboration and effective internal communication.
· Creating and promoting a positive, multicultural work environment, based on parity of esteem, that supports consistency and mutual respect throughout the organisation.
· Pursuing continuous improvement in service delivery throughout Rossie under the umbrella of the Strategic Plan.
· Maintaining and developing productive relationships with stakeholders.
· Ensuring the effective working of systems to keep all children, employees, visitors, contractors and the wider community safe.

· Constantly reinforcing Rossie’s values to all staff and ensuring that attitudes and behaviours reflect those values.
· Staying informed about progress with the implementation of The Promise by the Scottish Government and ensuring Rossie plays its full part. 

· Providing a high-quality education service geared to individual children’s needs.
· Responding to the physical and mental health requirements of those placed at Rossie.
· Ensuring Rossie is up to date and compliant with legislative and regulatory requirements 

           7: Recruitment, development and retention of staff with necessary skills

· Ensuring compliance with SSSC registration and other requirements.
· Monitoring staff turnover and retention and reporting to the Board.
· Ensuring that remuneration and staff Terms and Conditions are competitive and reporting on any necessary action to the Board.

· Ensuring that a programme of Learning and Development is available to staff, that opportunities are taken up and outcomes evaluated.
· Ensuring suitable supervision and appraisal systems are in place and implemented.

· Maintaining and revising as necessary the Staff Handbook and HR policies, and ensuring staff understand all policies, procedures and their own responsibilities.
8:  Financial planning, budgeting and expenditure control

· Ensuring that financial objectives are achieved in line with the Strategic Plan.
· Preparing a draft annual budget for approval by the Board of Governors in line with guide timescales.

· Delegating to budget holders within a system of effective controls and oversight.

· Maintaining effective oversight of overall expenditure and providing monthly Management Accounts to the Board for information and/or decision.
· Operating as provided for in the Rossie Financial Regulations. 

· Maintaining the estate and all facilities to a high standard.
· Ensuring ICT keeps up with the times and is fit for purpose.
9: Marketing and related activities to secure regular and sufficient income 
· Taking the lead in ensuring that Rossie’s mission, vision, values and achievements are communicated positively to all internal and external stakeholders.

· Establishing and maintain appropriate network opportunities and contacts.
· Ensuring that agreed contract pricing bids are submitted to Scotland Excel on time, and in compliance with requirements of the current commissioning model.
· Proactively seeking and pursuing other fundraising opportunities, such as potential donors, foundations, government and businesses, in consultation with the Board as appropriate.
· Acting as ambassador for Rossie with visible external identity.
          10: Supporting the Board in carrying out its governance responsibilities

· Ensuring a strong, transparent and effective relationship with the Chair and Board of Governors with open communication and transparency.

· Attending regular and adhoc Board meetings and separate one-to-one meetings with the Chair between Board meetings.

· Agenda planning with the Chair in advance of Board meetings. 

· Ensuring that all papers and reports for Board information, consideration or decision are prepared in good time, quality controlled, and circulated within the timetable agreed with Governors. 

· Ensuring Minutes of Board and sub-Committee meetings are prepared to an appropriate standard and cleared with Chairs within the timetable agreed with Governors.

· Managing risk and reviewing the Risk Register with the Board when required. 
· Consulting the Board on all matters relating to any proposed organisational change and strategic direction, taking account of the Strategic Plan.




This Job Description is to provide a clear and concise statement of the MAIN TASKS and ACTIVITIES of the post, it is not intended as an exhaustive list of every aspect of the post holder’s responsibilities.


