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Scottish Families
Affected by Drugs



Job Description
Chief Executive Officer
	Job title:
	Chief Executive Officer

	Salary grade:
	P.O. Scale point 48 £32,710

	Contract:
	Funded until March 2013, 28 hours per week

	Responsible to:
	Chair of Board of Directors

	Location:
	Glasgow

	Objective:
	Responsible for the management, running and development of the organisation and its staff.

	Line management structure:
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Job Description
Working closely with the Chair of the Board of Directors, the Chief Executive will give vision, direction and leadership to the formulation and achievement of the SFAD philosophy, objectives and strategies, ensuring the organisation is provided with effective management so as to develop and maintain its services and enhance its reputation as a key advocate for families Scotland-wide.  While the Chief Executive role has a principally strategic and policy focus, the role also incorporates management and some operational duties. The post holder will have overall responsibility for the day to day operation of SFAD.  

General Responsibilities

· Provide leadership to the organisation and be recognised as an effective ‘voice’ for families affected by drugs:
· Develop and contribute to policy making at all levels

· Represent and promote SFAD at national and local forums
· Build effective relationship with partners. 
· Effective management of the organisation including: 
· Strategic business planning and reporting against outcomes

· Effective financial planning, management and accountability

· Seeking external funding and fundraising opportunities to ensure financial stability
· Appropriate staff management 

· Adherence to SFAD policies and procedures.

· Communicate effectively with the membership, partner agencies, funders, Scottish Government and the wider public:

· Grow our membership to be fully representative of families affected by drugs across Scotland
· Engage effectively and sensitively with the membership 
· Seek media and promotion opportunities to profile SFAD and the issues for family members

· Ensure that the organisation is effectively marketed through a range of media, and that materials are accurate and credible.
· Support the Chair and the Board of Directors to ensure that they can operate effectively and are compliant with good governance practices
· Work closely with the Chair and the Board of Directors in a supportive atmosphere of partnership
· Ensure that the Chair and the Board of Directors have the information, reports and support required to fulfill their roles and responsibilities

· Attending Board meetings and other meetings as required which maybe outwith normal working hours.

This job description details a range of duties for this post. The job description will be reviewed and personal objectives agreed.  These will form the basis of staff appraisal.

Conditions:

The post will be based at 227 Ingram Street, Glasgow.  The post has a Scotland-wide remit and will involve a reasonable amount of travel.  There will also be occasional evening/weekend duties.  The role is funded for 4 days per week and flexible working patterns will be considered.

Person Specification
	
	Essential
	Desirable

	Qualifications
	Educated to degree level or equivalent in a relevant subject, for example social or natural sciences, social policy or equivalent experience

	Post-graduate qualification or equivalent experience in relevant subject 

	Experience
	· Skills and professional flexibility

· Experience of financial management

· Experience of managing staff

· Experience of working with community organisations
	· Track record of successful fundraising

· Publicity 

· Demonstrable experience of management of change

	Skills, Knowledge and Abilities
	· Ability to demonstrate vision and drive

· Ability to lead and motivate staff

· Strong interpersonal skills including empathy and understanding of the issues affecting family members

· Proven management, organisational and communication skills
· Proven influencing, negotiating, networking and diplomacy skills

· Political astuteness and the ability to work with wide range of professionals and volunteers
· Financial management experience

· Knowledge and understanding of voluntary sector

· Ability to progress from project initiation to completion, working to deadlines
	· Knowledge of substance misuse and its effect on families

· Knowledge of key policy areas affecting families

· Knowledge of quality systems



	Personal Attributes
	· Understand and commit to SFAD’s core values

· Be able to make difficult decisions if required
· Be sensitive to individual’s needs

· Be self-motivated
· Ability to manage time flexibility and to travel on SFAD business

· Strong presence and presentation skills

· Have proven leadership skills
	This post will involve travel sometimes to areas where public transport is not readily available.  A driving license and access to a vehicle would be useful


