Dorset Race Equality Council

Job Description – Chief Officer

	Job Title
	Chief Officer

	
Line managed by
	
The Chair of the Board of Trustees

	
Salary                           

	  
In the region £30,000 – £34,538. 

	Hours 

	37 per week (flexible working hours essential)

	Responsible to 

	The Board of Trustees (The Executive Board)

	Office Base 

	The post will be based at Dorset REC’s offices in Poole and also involves working from home. The person will need to be able to travel to meetings across the county and occasionally outside of Dorset. The role involves home working


	Responsible for
	All staff, including volunteers


	Immediate Contacts 
	Board members, Dorset REC members, funding agencies, staff of statutory and voluntary agencies, elected councillors, other key stakeholders

	
Holiday
	
25 days plus statutory holidays

	
	



ORGANISATIONAL AIMS
· To work towards the elimination of racial and religious discrimination; and
· To promote equality of opportunity, peace and harmony between persons of different racial and faith groups.

PURPOSE OF JOB 
1. To always work to eliminate racial and religious discrimination, promote peaceful and harmonious relations and racial /religious equality.
2. To ensure the racial equality work of Dorset REC is integrated within and informs the wider equalities agenda, both locally and nationally.
3. As the senior officer of Dorset REC, to work to the Board and key partners in setting and achieving the strategic aims and leading the staff.
4. To manage Dorset REC business staff and volunteers on a day-to-day basis, making sure that its services and information are of the highest quality.
5. To manage effectively and efficiently the financial processes in accordance with policies, procedures, constitutional and legal requirements. 
6. With the board of trustees, ensure appropriate monitoring and evaluation of the aims and work of Dorset REC including expectations of stakeholders and the community.



SPECIFIC DUTIES AND RESPONSIBILITIES

1. Leadership and Management of staff 
1.1. Promote and publicise the vision and core values of Dorset REC.
1.2. Ensure the policies of Dorset REC are communicated to and followed by all staff and volunteers.  
1.3. Oversee and manage the day-to-day activities of Dorset REC, including supporting, supervising, appraising and guiding the work of staff and volunteers. 
1.4. Ensure that staff and volunteers carry out their roles effectively by good communication, support, training and development, delegating as necessary and appropriate.
1.5. Maintain appropriate contact with and reporting to funders of Dorset REC, actively seeking new funding opportunities to maintain the services and sustainability of Dorset REC. Work with fund raiser to apply for relevant funding on a regular basis. 

2. Casework services
2.1. Ensure that casework and other services provided to the public meet Dorset REC’s and the Advice Quality Standards best practice and continuously improve.
2.2. Ensure Dorset REC services and access to them are effectively and widely publicised.
2.3. Regularly review clients’ and stakeholders’ expectations and benchmark Dorset REC’s services with best practice elsewhere.
2.4. Lead on the implementation and the compliance with the Advice Quality Standards assessments.

3. Community development
3.1. Tackle racism, ensure good race relations and improve capability in meeting the needs of Black, Asian and minority ethnic people by working productively in partnership, with:  
· local race equality community forums/networks; 
· statutory and voluntary agencies;
· public sector organisations. 
3.2	Facilitate research and the development of an evidence base on race and 	religion specific information and community cohesion, examples of good 	local and national practice. 

4. Management and Administration of Dorset REC and its Policies
4.1. Ensure that all policies of Dorset REC are fully implemented and that all legal obligations are satisfactorily discharged.
4.2. Ensure and maintain effective human resource arrangements such as HR records, budget management and financial records. For example, policies and procedures for equal opportunities, health & safety, fire, insurance and other statutory regulations.
4.3. Prepare a suitable and feasible annual work programme for approval by the Trustees.
4.4. Ensure that members, users, funders, staff and other key stakeholders, are given the opportunity to comment on the performance of Dorset REC and contribute as appropriate to the programme of work. 

5. Support to the Board
5.1. Ensure that appropriate convening, servicing and minute-taking arrangements for Trustee meetings and General Meetings are in place.
5.2. Keep services under review and produce reports for the Trustees on policy development, funding and performance in relation to the business plan and work programme. 
5.3. Maintain and provide accurate information and assistance to the Treasurer in preparing budget reports for Trustees and the AGM.
5.4. Attend all necessary meetings of the Trustees and any sub-committees.
5.5. Ensure the dissemination of relevant information to the Trustees to enable them to meet their responsibilities effectively and keep abreast of developments.
5.6. Assist the Trustees in the preparation of an annual report to the AGM, in accordance with the requirements of the Charity Commission.

6. Public Relations
6.1. Oversee and refresh Dorset REC’s communication and information strategy, including taking part in public education and awareness raising campaigning.
6.2. Speak to the media and in public for Dorset REC on matters relevant to the aims and mission of Dorset REC in accord with agreed protocol.
6.3. Be responsible for the production and dissemination of information for community and other relevant organisations including the Dorset REC website.
6.4. Attend various events and meetings to promote and represent Dorset REC

7. General
7.1. Work flexibly to carry out the role effectively, recognising changing circumstances and the need for some work at evenings and weekends.
7.2. Undertake any other duties which would reasonably fall within the scope of the role of Chief Officer as instructed by the Chair or the Board.



Person Specification

We are looking for someone with passion and commitment to equality of opportunity, particularly race equality and community cohesion. The person will have proven skills and experience in the areas set out below.

In completing the application, candidates should focus on these and give examples from their work and or general life experience of how well they meet these requirements. We will assess applications on the balance and level of skills, experience and knowledge indicated. Candidates with most matching skills will be short listed for interview.

Essential Skills & Experience

1. Leadership
1.1	Proven ability and experience of developing and leading an 			           organisation, a team of paid and/or unpaid staff or specific projects  
           related to race. 
1.2	The ability to think and plan strategically	and translating strategy into action.
1.3	Excellent communication and interpersonal skills, including public speaking, negotiating and the ability to chair and facilitate meetings.
1.4	Able to work in a politically sensitive environment whilst maintaining a high profile.

2. Management
2.1	Experience of managing an organisation or part of an organisation
2.2	Sound skills in organisational procedures, financial management, monitoring and IT.
2.3	The ability to prioritise tasks and complete them on time.
2.4	Experience of managing organisational change. 
2.5	Experience of successful fundraising. 

3.	Working with Communities and the Public Sector
3.1	Experience of effective partnership working between statutory, private and voluntary sectors. 
3.2	Experience of engaging with ethnically diverse communities.

4. 	Commitment to Equalities
4.1	An understanding of how equality legislation contributes to community cohesion.
4.2	Specific experience in race equity work.
4.3	An excellent understanding of racial, cultural and religious issues in the context of equities and changes in social trends.

5. Knowledge
5.1 	General knowledge of National equality legislation and policy.
5.2 	General knowledge of employment and human rights legislation.
5.3	Knowledge of regional voluntary sector organisations and regional structures.
5.4	General knowledge of charity and company law.

6.	Personal 	
6.1	Willingness to work flexible hours including evenings and weekends.
6.2	Ability to travel throughout Dorset and beyond.
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