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HARROGATE & DISTRICT COMMUNITY ACTION
Job Title:


Chief Executive Officer
Hours: 
24 hours per week*


Flexible by arrangement, to include working occasional evenings and weekends 

Salary:
NJC SCP 31 – 35: £40,476 - £44,711pro rata* plus 5% employer’s pension contribution. 
Location:
Based at Community House, Harrogate

Travel throughout the district is necessary together with other locations when required.

Contract:
This is a permanent post. 
Annual Leave:

22 days with an additional day for each full year of service to a 
maximum of 27 days, plus 8 public holidays and 3 days to be 
taken between Christmas and New Year (all pro rata) 


Employed by: 

The Board of Trustees of Harrogate & Ripon Centres for 




Voluntary Service 

Supervision by:

Chair of the Board of Trustees
Staff responsibilities:
The post has responsibility for 16 (6 WTE) staff and approx. 110 volunteers (correct as at December 2024)
Organisation:
A current structure chart is attached

Background

Harrogate & District Community Action (HADCA) is a registered local charity operating in the Harrogate District of North Yorkshire. Our mission is to support our communities, charities and volunteers to make Harrogate a great place in which to live and work. We have a membership of over 200 local voluntary and community sector (VCS) organisations and as of 2023 / 2024 we have a turnover of £275K per year and employ 16 staff (6 WTE). Our services are supported by over 100 volunteers.

Our Vision is that people in Harrogate benefit from leading fulfilling and active lives and make a positive contribution to local community life.
Our aims are:

1. To help people take positive action to identify and meet the needs of their communities and enhance their lives in doing so;

2. To support communities, charities and volunteers across Harrogate by ensuring access to the best support and advice possible;

3. To ensure that the role of charities and volunteers across Harrogate is recognised and their contribution is valued and supported;

4. To support the local voluntary and community sector to have a strong voice and effective influence on all decision makers in our area.
HADCA owns and manages Harrogate Community House to provide office accommodation for charity tenants and a welcoming venue for voluntary organisations and the wider community. From that base a range of activities take place to facilitate and co-ordinate activities across Harrogate and in Ripon. 
Job Description – Chief Executive Officer
Overall purpose of the post:

The Chief Executive will be responsible for working with the Board of Trustees to:

· Lead the organisation, developing and implementing strategic and business plans and budgets, and ensuring good governance and compliance across all aspects of the charity. 
· Ensure that Harrogate and District Community Action is well placed and resourced to respond with flexibility to support community action in line with its charitable objectives.
· To lead a phase of change and potential realignment of the charity’s activities.  

Main Duties: 

1. Leadership and governance 
To work with the trustees to provide leadership and coordination to develop and deliver the mission and aims of the organisation. 

To work with the staff and trustees to prepare and ensure the delivery of a strategic plan, budget and action plan for the Charity for approval by the Board of Trustees 
To take the lead, along with the Board of Trustees on an ambitious phase of growth and potential realignment of the charity’s activities.
To be responsible for overall legal and contractual compliance including the Charity Commission, Her Majesty’s Revenue and Customs (HMRC); other national and local regulators; and all organisations with whom HADCA holds contracts for both service development and delivery. 

To attend all Board meetings and prepare a written report in advance of each meeting detailing matters of interest and concern regarding the charity’s activities during the previous period; ensure that the Board is made aware in a timely fashion of any matters requiring its attention, including identification and review of any major risks. 

2. Operational management 
To deliver on growth and fundraising targets as outlined by the Board of Trustees. 

To have overall responsibility for the human resources of the Charity, ensuring the staff resource (paid staff and volunteers) is utilised effectively to deliver strategic and business plans, ensuring a positive working environment, and operating recognised best practice and legal compliance. 
Inspire and support staff whilst ensuring they have clear objectives, ensuring good induction processes, training and personal development, performance management and appraisal. 

Responsible for the overall service delivery in terms of its quality, operation, performance and effectiveness in meeting the needs of members and service users/clients.  
Seek opportunities to work collaboratively with partner organisations to develop new and existing business models and work programmes to benefit service users and generate income. 
To be responsible for the overall development, implementation and application of a range of organisational policies, procedures and practices covering safeguarding, health and safety, employment and employee relations, financial operations, other internal operations and service delivery. 

Work with colleagues to design and deliver training for staff, volunteers, service users, member organisations, stakeholders and others. 

3. Finance and fundraising 
Work with the Finance Officer and Finance Sub-committee to take responsibility for financial sustainability and income generation including through public service contracts, trusts and legacies, major donor fundraising and any further revenue opportunities. This will include taking a lead on identifying, assessing and recommending to the Board new strategic opportunities for the development of the organisation’s business model. 

Where appropriate to work with the Board to determine the appropriate use of financial reserves, fixed assets and investments. 

4. External relations and Partnership working 
Develop and maintain highly credible relationships with local, regional and national bodies, including commissioners, statutory services such as health and local government, funders, key stakeholders, universities and research bodies, the private sector, sponsors and donors, local communities, members, staff and trustees. 

Act as spokesperson and ambassador for the Charity, raising awareness of the work of the organisation and the needs of HADCA’s members and service users/clients, using your expertise to support the promotion of best practice. 

Keep abreast of, and be responsive to, developments in HADCA’s community action and information services, ensuring the organisation stays relevant and maximises opportunities for service delivery. 

Monitor the overall impact of services and maintain an up to date knowledge of statutory duties and their implementation. Where necessary design, plan and deliver appropriate campaigns to improve the lives of people living in the Harrogate District. 

Develop appropriate mechanisms for listening to and involving our members, volunteers and service users/clients so that their voices are heard by decision makers and policy makers externally and are reflected internally in the work and running of the Charity. 

Develop an annual marketing and communications plan, including events, print, radio and social media, ensuring the charity has contemporary marketing and a positive presence in the Harrogate District and beyond. 

5. Key Skills & attributes 
· A visionary leader that can shape the present and create the future, and is able to inspire and motivate others. 
· A willingness to explore new opportunities in a changing environment
· A creative and courageous change agent who can drive the charity forwards to sustainable long term growth. 

· An open and collaborative style of leadership with strong interpersonal skills 

· Resilient, with the ability to work in a challenging, changing and often stressful environment. 

· Positive work ethic: professional, flexible, enthusiastic, dependable, conscientious. 

· A demonstrable commitment to the values of Harrogate & District Community Action 

Undertake any other tasks commensurate with the post.

This is not a complete statement of duties and may be amended in the light of changing needs of the organisation after consultation with the post holder

Person Specification – Chief Executive

	Qualifications
	Essential 
	Desirable 

	A relevant degree and/or professional qualification or equivalent professional experience
	
	√

	Level 4 or above in leadership and management or equivalent professional experience
	
	√

	Level 4 or above in charity management and/or charity finances 

or equivalent professional experience
	
	√

	Skills and Experience


	

	Experience and demonstrable track record in raising income from a range of fundraising methods including trusts and foundations, local authority contracts, community-based activity, working corporate and individual donors and sponsors 

Successful track record of leading a team of staff and volunteers 
	√
	

	Experience of seeking and developing partnership and collaboration opportunities across all sectors, and building strong, positive relationships with senior staff in external organisations 
	√
	

	Experience of working with a board of trustees, governors, management committee or similar non-executive team 
	√
	

	Experience in strategic and business planning, developing and managing budgets 
	√
	

	Excellent communication skills, including public speaking and presenting, dealing with the media, use of social media 
	√
	

	Proactive approach to personal development and the updating of skills and knowledge of self and others 
	√
	

	Developing the organisation’s membership model to create new opportunities for mutual benefit for service users and / or income generation 
	
	√

	Knowledge 


	

	Good understanding and knowledge of statutory and voluntary sector structures and operation 
	
	√

	Knowledge of charity law, governance and finances 
	√
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