

	
 Edinburgh Dog and Cat Home
 
Job Description




	
Job Title
	
Chief Executive Officer


	
Reporting to
	
Board of Trustees of Edinburgh Dog and Cat Home


	
Responsible for
	
Chief Operating Officer, Head of Income and Engagement, Marketing and Communications  Manager and Finance Manager


	
Location
	
Edinburgh Dog and Cat Home, hybrid


	
Salary

	
Circa £72k


	
Annual Leave
	
27 days per annum plus 8 public holidays





	
Summary

	
Supported by a team of committed staff and reporting directly to the trustees, the Chief Executive will be responsible for the leadership and strategic direction of the organisation, achieving the objectives and goals of the Home as directed by its trustees, delivering the highest level of animal welfare and enhancing the Home’s reputation.




	
Duties and responsibilities

	Main Duties

The Chief Executive is the organisation's most senior member of staff and is responsible for:

· informing and advising the Board of Trustees on the formulation of its policies and
strategies, and for the implementation of those policy and strategy decisions.
· directing the organisation's operations, managing its resources, compliance with legal requirements, and for ensuring good practice in all aspects of its work.
· raising awareness around the importance of animal welfare principles and the critical role of the Home’s work in rescuing, reuniting and rehoming.
· developing Edinburgh Dog and Cat Home’s public profile in order to position the organisation as a key centre of animal welfare excellence in dog and cat rehoming.

Other responsibilities include the following;

Strategy Development

· In consultation with the Chair and Trustees, to develop strategic plans, including financial planning, organisational and service development, and to work towards implementing the Trustee's policy decisions.
· To keep the Chair and Trustees informed about the progress of key strategies and to ensure the monitoring and evaluation of those strategies.
· Develop processes to ensure continuous business improvement through the implementation of effective quality management and risk systems.  
· Develop and implement an annual business plan and budget that provide a framework for the achievement of the organisation’s objectives. 


Organisational Governance
· Work with the Chair to ensure the effectiveness of the trustees and board overall to help further the work of the Home.
· To provide the Chairman and Trustees with all relevant agendas, minutes and papers as required.
· Work with the Chair to ensure the organisations governance framework is appropriate to the Home’s mission and is reflective of the future of the organisation.

Financial Management 

· In consultation with the Finance and Income Generation Sub-Committees and the Finance Business Partner, to draw up and monitor budgets, produce regular financial reports, and ensure effective management and use of all resources.
· Ensure there is an appropriate operational and capital expenditure budget brought to the Trustees for approval on an annual basis.
· To ensure that the Chairman and Trustees receive regular, clear and understandable financial reports.
· To ensure that appropriate returns are made within deadlines to the HMRC, Companies House and OSCR
· To advise the Chair and Trustees on financial risk assessment, reserves policy and investment policy for the organisation, taking professional advice when necessary.
· To ensure that all financial controls and procedures are complied with.
· Appropriate expenditures of budget and spend to be kept up to date within the organisations financial policies.

Leadership 

• Provide leadership and strategic direction to staff, volunteers and supporters of the Home in pursuit of the charity’s aims.
• Responsible for the overall direction and management of the affairs of the organisation on a day to day basis on behalf of the trustees.
• Foster good communication within the charity and externally to enhance awareness and understanding of our work and to harness commitment and support for our cause.
 
Partnership Development

• Maintain effective networks with all principal supporters and stakeholders.  This will require an ambassadorial role on behalf of the Home, attending events, speaking on platforms to interested groups and generally being the face of the organisation.  
• Seek and identify opportunities to expand and promote the role of the Home. 
• Develop and maintain relationships with key media to ensure that the organisation is appropriately represented when opportunities or issues require to be managed. 


The above list is indicative only and not exhaustive. The Chief Executive will be expected to perform all such additional duties as are reasonably commensurate with the role.

Review of performance and salary is to be held annually, conducted by the Chair. 
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