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Job Description and
Person Specification

POST TITLE:	Head of Service / Deputy Chief Executive Officer

DURATION:               Permanent Subject to initial 6 months probationary period 

HOURS OF WORK: 	35 hours per week, to be worked in accordance with DVVA Conditions of Service.

SALARY: 			£45,014 per Anum.
 
	

PURPOSE OF POST:	Reporting directly to the CEO, the post holder will oversee the development and delivery of income generating projects including new and existing projects and services.  They will work with the CEO to develop and strengthen DVVA’s role as the Third Sector Interface in Dundee.   

MAIN DUTIES:		

Main Purpose
· To oversee the successful development and delivery of new and existing services delivered by DVVA.
· To demonstrate strong, visible and influential leadership of DVVA.
· To develop DVVA’s role as the Third Sector Interface in Dundee.
· To Line Manage service managers. 
· To deputise for the CEO of DVVA.

Strategic and Service Development
· To take a strategic leadership role within DVVA as an active member of the Senior Management Team, including: 
· Being proactive in providing solutions to strategic issues with and for colleagues.
· Deputise for Chief Executive Officer. 
· Supporting and taking a role in the implementation of policies and procedures. 
· Be an ambassador for and represent DVVA on key strategic boards and partnerships and engage our members accordingly.
· Ensure that the organisation develops and maintains high, positive public profile and is promoted, in the local media, to potential funders, beneficiaries, partners and the local community.
· To participate actively in strategic planning process: 
· Lead on/input to the planning and development of projects (both existing and new). 
· Advising and supporting staff and trustees in strategic decision-making.
· Proactively alerting staff and trustees to potential opportunities and threats to the charity.

Finance and Sustainability 
· Lead on the delivery of a sustainability plan.
· Identifying and responding to opportunities to promote services. 
· Manage budgets, develop funding bids, secure new business and produce tender responses, alongside monitoring, evaluation reporting and progress reports.
· Ensure compliance with all relevant legislation, that expectations of funders/investors are met and that all necessary returns are submitted on time whilst always seeking co-production.

Third Sector Interface

Advice and Support Services
· Support and develop the skills and knowledge of the Management Team, to develop and deliver a range of advice and support services based on the needs of members, including volunteering support services, one to one development support, mentoring, training and business sector support, with a focus on enabling groups and third sector to support themselves. 

Partnership Development 
· Facilitate the development of partnerships and collaborative working generally, including with businesses where appropriate, where this will be of benefit to the work of members and/or improve the flow of resources to members.

Membership
· Plan and implement a communication and marketing strategy, oversee member engagement and communications activities/systems and promote member services.
· Strengthen our membership, developing new and creative ways of engaging with members and potential new members, including diverse, underrepresented and ‘seldom heard’ groups.

Management and teamwork 
· Provide line management support to the service/team managers.
· Support the team managers to pro-actively monitor and evaluate activities within DVVA’s business through the development and delivery of effective cross service monitoring and evaluation tools;  identify and following up opportunities - alerting the Chief Officer and the Trustee Board to potential issues where necessary.
· Lead on our safeguarding of children and adults’ policies and practice and ensure all staff adhere to these. 
· Develop a range of evaluative evidence to illustrate the impact and value of our work.
· Keep up to date with national, regional and local developments affecting the third sector and third sector interface.
· Ensure that data is recorded onto DVVAs monitoring system to ensure programmes are measuring impact and identifying gaps in service. 
· Work in accordance with our values, policies and procedures, including our equal opportunities and diversity framework.
· Prioritise working under pressure and to deadlines, self-manage and work as part of a team.
· Use IT for general administrative duties including word processing, spreadsheets, emails and databases.

OTHER DUTIES
The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE
· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 
· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.

ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas and New Year/festive holiday closedown.

LOCATION: Our main office is based at No 10 Constitution Road, Dundee city centre. 


Person Specification

	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	A degree in social work, CLD, education, care or relevant subject. 
	X
	

	Other relevant qualifications e.g. advice giving, training or business/voluntary sector management.
	
	X

	Knowledge and Experience
	
	

	Experience of networking between organisations and sectors.
	X
	

	Community development/co production engagement activities and projects, 
	X
	

	Project management and/or co-ordination experience, including experience of sourcing opportunities, then developing and implementing new projects. 
	X
	

	Line management of staff and volunteers. 
	X
	

	Work at both strategic and operational level. 
	X
	

	Experience maintaining and developing new funding streams to maintain, develop and broaden services and income base. 
	X
	

	Experience of actively promoting equality of opportunity. 
	X
	

	An understanding of the voluntary sector. 
	X
	

	Analytical skills, political acumen and awareness of changing policy. 
	X
	

	Developing partnership and projects with public, voluntary and business sector organisations. 
	X
	

	Local knowledge i.e. Dundee/ Tayside. 
	
	X

	An understanding of consultation and feedback. 
	X
	

	Skills and Abilities
	
	

	Proven ability to relate to a wide range of people and organisations from voluntary groups, business sector, senior politicians and officials. 
	X
	

	Ability to plan and co-ordinate activity with attention to detail.
	X
	

	Excellent oral and written communication skills, with the confidence to engage with senior individuals from the public sector, business sector and third sector.
	X
	

	Ability to analyse and synthesise complex information and to present this in summary form to a range of target audiences.
	X
	

	Strong IT skills, including use of social media. 
	X
	

	Ability to use recognised methods to monitor and evaluate outcomes. 
	X
	

	Personal Qualities
	
	

	Self-managing. 
	X
	

	Prioritises work effectively.
	X
	

	Proactive and self-motivated ability to use own initiative. 
	X
	

	Flexible.
	X
	

	Emotionally intelligent with respectful and professional approach.
	X
	

	Willingness and ability to work as part of a team. 
	X
	

	 
	X
	

	Additional Job-Related requirements
	
	

	A commitment to equal opportunities for all, tackling disadvantage and promoting diversity.
	X
	

	Has a clean driving licence and or access to a car. 
	
	x

	Satisfactory PVG check.
	x
	






EMPLOYEE BENEFITS AT DVVA

Work/Life Balance

Generous annual leave and public holidays, including 2 week shutdown over Christmas/New Year.

Increased annual leave entitlement based on length of employment.

Right to request flexible working from day 1.

You/Your Family

Enhanced sick pay entitlement.

Increased sick pay entitlement based on length of employment.

Finances

Generous pension contributions.

Opportunities at Work

Opportunities to undertake training relevant to your role and professional/personal development.

Recognition agreement with UNITE giving you legal support and much more.

Support for staff wellbeing.
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