JOB DESCRIPTION


HEAD OF FOUNDATION 
	Reports to: 

Managing Director
	Responsible for: 

2 Staff Members

	Date: 

February 2012 
	Salary Band: 




Role and Responsibilities

To formulate and deliver, in consultation with Senior Management Team and Trustees, the Foundations mission and strategic plan

To lead, organise and motivate the team to ensure that Foundation projects and fundraising targets are achieved
To lead the production of Shared Interest’s Social Accounts 
	Key Tasks



	Core Tasks
Foundation

· Provides vision, direction and leadership to enable the Senior Management Team and Trustees to formulate the Foundation’s objectives, strategies and values

· Provides leadership and day to day management for the Foundation 
· Ensures that business plan, budget, operational and annual plans are developed for discussion and agreement with the SMT and Trustees, then implemented and monitored appropriately

· Oversees the marketing and communications strategy in conjunction with the Marketing and Relationships Manager
· Ensures Foundation’s values, ethos and policies are relevant, fair and consistently applied

· Ensures Foundation’s fundraising targets are achieved
· Ensures projects are delivered, monitored and reported to the satisfaction of funders

· Maintains effective networks with all principle supporters and stakeholders
· Identifies, develops and monitors the Foundation’s impact assessment
Social Accounting
· Leads and develops Shared Interest’s Social Accounting process, acting as the organisation’s Social Accountant
· Identifies and develops social indicators for the organisation

Senior Management Team
· Contributes to the management of the Society and Foundation
· Contributes to the strategic direction of the organisation

	People

· Leads the Foundation team, establishing appropriate methods of communication 
· Coaches the Foundation team in relevant project management skills 
· Builds relationships with partners, donors, staff and project beneficiaries

· Leads and motivates project teams locally and overseas

· Participates as a member of the Senior Management Team
· Works in conjunction with other teams as required particularly the Business Development Team in relation to Foundation projects and the Supporter Relations Team to develop Foundation communications 
· Works with Finance budgets, monitoring and year end accounts

	Key business reporting and administration
· Ensures the Senior Management Team and Trustees receive appropriate advice and information to enable them to fulfil their governance responsibilities with the support of the Company Secretary
· Establishes appropriate systems to provide status reports for the Foundation projects and fundraising activity

· Analyses Foundation fundraising statistics to identify and act upon key trends
· Ensures IT systems are adequate to support the work of the Foundation i.e. donor database, website
· Manages the overall Foundation budget in line with the business plan and works with the Finance team to ensure the Foundation Accounts reflect the Foundation’s work
· Manages the Foundation KPI reporting

· Contributes and provides reports and input as required to Shared Interest communications materials 

· Manages the Social Accounting process

	Miscellaneous 
Carries out any other work necessary to maintain excellent customer service, and any other duties commensurate with this post, or as reasonably requested by senior management.


Skills and Experience

Essential

· At least 5 year experience operating at a senior level within an international charity or not for profit organisation
· At least 5 years overseas project management experience

· At least 3 years’ experience of managing a team 

· Strong team leader with excellent people management and team building skills and experience of cross team working

· Experience of motivating and coaching others (including remote workers) to achieve targets

· Experience of Social Accounting processes

· An understanding of charities, development practice and of issues facing producers/SMEs in developing countries
· Experience of delivering successful fundraising activities

· Experience of managing grant programmes
· Excellent programme management skills

· Experience of working with, and presenting to a Board of Trustees

· Excellent communication skills (verbal and written)

· Excellent business analysis skills and numerical ability in order to report clearly and accurately on budgets and performance. Able to understand and interpret financial reports and information

· Experience of working at a senior level, reporting to, and gaining approval of, policies from a Board or committee

· Flexibility to work at both strategic and operational levels

· Ability to work collaboratively with others on creative but practical ideas to develop the Foundation 
· Self-motivated, proactive, organised and able to use initiative and prioritise (self and others) in a multi-task environment to meet agreed deadlines

Desirable

· Experience of developing and maximising partnership networks

· Understanding of international development

· Experience of working in the developing world
Education and Qualifications
Essential:
· Fluency in English
· Educated to degree level, or equivalent practical experience in a relevant field
· Membership of  a fundraising body
Desirable

· Foreign language (Spanish/French)
Limits of Authority 
· Bank signatures: is an authorised signatory, within the Society’s limits

· Expenses: approves credit card expenses Finance team. 

· Purchase order authority limit : authorises expenditure against Finance cost centres in accordance with PO procedures

· FD: authorises payments to customers and BACS transfers via the FD system

Other
Essential
· Strong social motivation: commitment to, and empathy with, the aims and objectives of the Society and Foundation
· Flexibility: In general, Shared Interest is a small organisation, and you may well be asked to cover for other members of staff during sickness, annual leave etc. As our clients work across different time zones, you will also need to be flexible regarding your hours of work
· Team working: as Shared Interest is a small organisation, building positive working relationships is essential. As part of your personal development programme, you will be asked to be a member of various cross-departmental project teams in order to meet specific objectives
· Fair trade and overseas development: it is essential for our employees to have an understanding of the main issues
· Willingness and ability to travel within the UK and overseas
I understand and accept the above job description and agree to carry out the functions and duties of this post.
Signed:






Date:
