Families for Children Trust

JOB DESCRIPTION: Deputy Chief Executive Officer

Job title:

Deputy Chief Executive Officer
Accountable to:
The Chief Executive Officer and Board of Trustees

General description of the role: 

This post reflects the three key requirements:

1. To support the CEO in the overall leadership and direction of the Agency in accordance with the Agency’s philosophy, objectives and business planning.

2. as a member of the Senior Management Team, to take the main responsibility for the provision of the Agency’s adoption services including supervision and management of staff.

3. act as the Professional Adviser to Agency’s Adoption Panel

Principal duties to:

1. deputize in the absence of the CEO through absence or for other reasons

2. promote and maintain professional standards and to monitor quality assurance

3. contribute to maintaining the distinctive character, contribution and reputation of FFC as a voluntary adoption agency and charity with roots in the Plymouth Diocesan Catholic children’s Society and the Exeter Diocesan Board for Christian Care

4. plan, manage and supervise part of the workload of the Agency: including the determination of priorities; the implementation of the Strategic Plan; the effectiveness of the service; the deployment of staff time and expertise.

5. be responsible for the specific personnel functions including appraisals, the quality and effectiveness of staff, including their development, training, supervision and discipline -  in accordance with agreed policies, best practice, and relevant external requirements and standards.

6. work closely with the CEO and Business Manager on the development and achievement of placement and financial targets and ensure that these are monitored, recorded and reported regularly.

7. be responsible for the upkeep and auditing of records and files.

8. be familiar with current and forthcoming legal requirements, and service standards, and to incorporate these in Agency practice.

9. provide line management and supervision for a number of staff as required.

10. ensure that the Agency maintains effective relationships with all parties to the adoption process, including children and families, applicants, other agencies, and supporters.

11. be responsible for the quality and development of adoption support services.

12. other related duties at the discretion of the CEO and with the approval of the Board of Trustees. 

13. ensure that safeguarding procedures are in place, that these are reviewed and that staff are trained.

14. promote the work of the Agency through equal opportunities and non-discriminatory practice.

The individual duties of the post may be varied by the Board of Trustees in consultation with the post-holder, providing the overall character of the post is maintained.

PAGE  
1

