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International Service - JOB DESCRIPTION

Job title:

Chief Executive
Job Purpose:
To lead International Service in its primary purpose of protecting and promoting the Rights of the most marginalised people in developing countries, in accordance with the International Service mission.
Reporting to:

Chairperson of the International Service Board of Trustees.
Staff Reporting:
International Programmes Director; Finance Director; Fundraising Director; International Citizens Service (ICS)
Manager; PR/Marketing/Communications Manager; 
Location:

York
Key Functions:
1   To Effectively Lead & Develop the International Service Team, UK & Overseas.
2 To Responsibly Manage the International Service Finances
3 To Develop & Manage the range of International Service Programmes; including the International Citizens Service (ICS)
4 To Ensure Compliance & Governance.
5 To Manage & Develop an effective operational strategy, build external relationships; & ensure growth.
6 To Identify opportunities for funding & Income Generation.
7 To Ensure effective monitoring; reporting and impact assessment[s].
8 To Represent International Service at all times in a professional manner.
This list is by no means exhaustive, & may change to meet the needs of International Service business or as deemed by the Chair & Board of Trustees.
Responsibilities: 
1   To Effectively Lead & Develop the International Service Team

· Provide clarity & direction.

· Develop and deploy an effective & agreed strategy.

· Develop & maintain effective communications channels.

· Lead by example & instil a culture of appropriate behaviours.

· Ensure an appropriate and fair performance management system is in place.

· Take an active role in the personal development of the International Service Team.

2 To Responsibly Manage the International Service Finances.
· Ensure International Service maintains a sound financial position.

· Ensure appropriate budgetary control processes are in place.

· Ensure appropriate financial procedures are developed & maintained.

· Ensure that all budgetary activities are carefully documented & auditable.

· Agree fundraising targets & effectively monitor success.

3 To Manage the range of International Service Programmes

· Ensure all country programmes are managed effectively & consistently.
· Ensure robust & appropriate monitoring systems are in place.

· Perform regular evaluations of programmes to ensure effectiveness.

· Ensure all programmes are adequately supported from the UK office.

· Proactively & continuously review the International Service Strategic Plan & resources to ensure they are fit for purpose & facilitate growth.

4 To ensure Compliance & Governance
· Ensure International Service is a well organised & well-governed organisation.

· Ensure International Service operates in line with best practice as suggested by the Charitable Commission, & in conjunction with the Board of Trustees.
· Ensure International Service operates to the spirit of all appropriate legislation / acts.

· Ensure that the Board of Trustees is appropriately informed.
· Ensure appropriate reporting is in place.

· Ensure International Service can withstand a full audit.

· Ensure International Service remains an equal opportunities employer.

5 To Manage & Develop an effective operational strategy, build external relationships & ensure growth.

· Develop an effective strategy that moves the organisation forward post ICS

· Effectively foster & grow new & creative partnerships that support our Mission.

· Identify new partners, programmes, projects to enable the future operations of International Service.

6. Identify opportunities for Funding & Income Generation.
· Ensure that International Service is promoted effectively to potential funders.

· Identify where new funding opportunities may arise.
· Identify & pursue new Income Generation opportunities.

· Follow through opportunities if / where appropriate.

· Forward to the appropriate individual where applicable & oversee to conclusion.
· Proactively share & encourage fundraising ideas.
7.  Ensure effective monitoring; reporting and impact assessment.
· Proactively establish an effective monitoring system of all activities involved in.
· Understand impact ( + / - ) of any proposed activities, and proactively act accordingly.

· Develop clear, concise, timely & effective reports as / when required.

8.   Represent International Service
· Promote International Service effectively to the UK Government, overseas Governments & partner organisations.

· Represent International Service on relevant national NGO bodies, at diplomatic and funding events, if /as/ where required.
· Represent International Service on NGO networks and seek to promote effective networking.
· Proactively generate opportunities to represent International Service at a national level.

· Display appropriate & professional behaviours at all times.
PERSON SPECIFICATION

The International Service CEO is a person with:

Essential requirements:  
· Strong leadership, people & communication skills with the ability to integrate into a culturally diverse programme of individuals. 
A proven track record of people management.

· Proven ability to think analytically and plan strategically, including setting objectives, monitoring and evaluating impact, and identifying and applying opportunities for seeking funds.  
· Good judgement and ability to use initiative and make decisions in complex, challenging and sensitive situations.
· Participatory and collaborative working approach.
· Understand the role of the Trustee Board.

· Proven financial management & financial development skills.
· An understanding of fundraising, marketing & PR, with a proven ability to raise funds.
· A willingness to travel

· Strong commitment to International Service vision and values.
Desirable

· A clean driving licence. 

· A knowledge of International Service’s strategic themes. 

· Some knowledge, experience and understanding of overseas development & 3rd sector issues.

Key Performance Indicators

	Subject Area
	Measure [s]
	Mechanics

	Job Specific  - CEO
	Effective Business Plans, agreed & in place by xxxx each year.
	Proposals to the Trustees by xxxx

Sign off by Board by  xxxx
	-Documents submitted to time

-Feedback from staff

- Feedback from Board

	
	Review of International Service values; mission & vision.
	Proposals to the Trustees by xxxx
Sign off by Board by  xxxx
	-Documents submitted to time

-Feedback from staff

- Feedback from Board

	
	Understand the impact of ICS & position appropriately.
	No. Of Agency targets met.
	-Report to Trustees & partners.

	
	No. of partnerships retained & grown
	Target = 0 loss

Stretch = % growth / No. new partners.
	-feedback from partners

- regular reporting

-observations by Board

	
	ICS Targets met
	VOS targets
	- Feedback from the Hub.

	
	No. of reports, monthly & ad hoc, completed to time.
	-No. reports planned ‘v’ No. actual reports submitted to time.

-No. of ad-hoc reports submitted to agreed time-scales
	-work-plan.

-reports schedule.

-observations by Board.

-feedback from UK Office.

	Budget
	Identify necessary operational budget and when agreed, ensure effective control, management & reporting.
	-% variation actual budget ‘v’ forecast.
	-financial plans
-financial forecast

-proactive interventions
-feedback from partners

-observations from Board
-feedback from Finance Team

	Funding& Income Generation
	Work with Team to develop an effective Funding Strategy
	No. Contacts made

No. Of effective plans in place

No. Of ‘ideas’ moved forward

Actual funds increase forecast 
	- Funds "promised"

- Funds raised.

- reports to Board

	
	No. of funding & Income Generation opportunities identified & successfully followed through.
	# of opportunities 'v' # successes


	- Funds "promised"

- Funds raised.

	People
	No. of effective appraisals / 121's completed to time. (Own & Direct Reports, where applicable )

	-No. appraisals / 121's planned ‘v’ No. actual appraisals completed to time.
	-appraisal / 121 schedule

-appraisal forms complete.
-121 records
-observations by Board.

-feedback from UK Office

-feedback from Country Teams

	
	No. of effective briefings / Team meetings delivered to time. ( NB. this does not have to be self  delivered )
	- No. briefings planned 'v' no. delivered to time.
	-briefing schedule

- minutes of meetings

 observations by Board.

-feedback from UK Office

-feedback from Country Teams

	
	No. of individual development plans initiated.
	-No. of development plans in place
	- 121 records

- formal plans recorded

-develop't activities in place

-no. of promotions / re-org'ns.
-observations by Board.

-feedback from UK Office

-feedback from Country Teams

	Safety
	Ensure all appropriate safety procedures are up to date, in place, understood & adhered to.
	-Documentation in place & current.
-No. of recorded incidents.
	- Documentation reviews.

	
	Be responsible for your own safety and aware of the safety of your colleagues and of the general public.
	-No. of incidents, Target = 0
	-feedback from partners/ peers
-observations by Board
-lead by example.

-No. of proactive interventions.


BEHAVOIRS: How you do it.  
	
	Good Practice
	Bad Practice

	TRUSTWORTHY

	· Listen to others with respect and create an open environment  
· Stand up for what we believe in

· Back up people who do the right thing

· Have personal integrity and ensure compliance with  all legal, statuary and regulatory requirements
	· Resist feedback and avoid difficult conversations 
· Let unacceptable behaviour go unchallenged

· Tell people what they want to hear



	HELPFUL
	· Take responsibility for creating a shared agenda  with other individuals, partners and / or leaders across International Service 
· Be generous in contributing to the success of others

· Encourage people to share lessons learned

· Know when and where to seek help
	· Encourage tribalism
· Work independently of the rest of International Service
· Be possessive of resources



	INSPIRING

	· Create a compelling vision for the Charity
· Demonstrate depth and creativity of thought 

· Challenge existing thinking and embrace new ideas from  everywhere and everyone
	· Assume the present predicts the future
· Be complacent or assume things cannot be improved 

· Ignore or discourage new thinking

	STRAIGHTFORWARD
	· Think through complexity and make hard choices 
· Communicate priorities and agree clear expectations

· Create a climate in which people feel confident to  exercise  judgement & speak freely
	· Focus on process at the expense of results
· Over-complicate messages and issues 

· Let unnecessary rules get in the way of common sense



	HEART
	· Mobilise and energise people by making them feel  valued & that they / we can make a difference
· Set stretching targets to win today and in the future

· Give people freedom to apply their unique strengths 

· Be passionate and confident in making the strategy / mission / vision a success

· Act as a role model in stretching your own capability

	· Fail to recognise or celebrate success
· Take credit for others’ work

· Focus unduly on the negatives

· Make unrealistic demands on yourselves and others



	COACHING 
FOR 

PERFORMANCE

	· Give fair, accurate and insightful feedback and encourage a coaching culture
· Clearly differentiate between levels of performance

· Value diversity, encourage and leverage people’s unique ability

· Enable people to accept and learn from mistakes
	· Blame others when things go wrong
· Discourage movement of people across boundaries / jobs / roles

· Tell rather than ask; 

· See no need to support &  motivate people



	BOTTOM LINE

	· Drive ‘growth and value for money perspectives’
· Balance short-term efficiencies with long-term  growth

· Consider the cost and benefit to International Service as a whole

· Encourage the use of quality practices to improve performance
	· Focus exclusively on cost and budget 
· Accept decisions without a clear financial rationale

· Lack courage to stop things that are not financially  viable



	DRIVE FOR RESULTS

	· Galvanise action and encourage a sense of urgency
· Take considered risks, use initiative and flexibility  to deliver 

· Meet commitments, drive initiatives through to completion

· Manage performance robustly and integrate resources to deliver effectively

· Take personal responsibility for getting things done
	· Readily accept poor or late delivery
· Be busy without being effective

· Lack confidence in the ability of others and try to do everything ourselves 

· Avoid responsibility by hiding behind position or  professional status



	PROJECT
CONNECTED

	· Put the project / client / International Service at the centre of everything you do
· Understand the project / client / International Service needs and innovate to meet and exceed them

· Respond promptly to the project / client / International Service requirements and drive  to achieve excellent service
	· Fail to integrate the project / client / International Service  perspective
· Tolerate poor service

·   Allow bureaucracy to hinder delivery
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