Job Description                                                                       
SHARE Director

Responsible to: Executive Committee 

Responsible for: All SHARE staff

Purpose of the job
Reporting to the Executive Committee, the Director is the senior staff member and Company Secretary and has overall responsibility for managing the staff team to ensure that the organisation’s strategic vision, business plan, goals and objectives are achieved.  
This role encompasses a wide remit including the following areas of responsibility; providing effective leadership to the staff team, ensuring sound financial management, business growth, organisational development,  product and service design and delivery, day to day management and overall accountability for all other activities of the SHARE organisation. 
The principle duties of the job include;

1. Leadership / management 
· Providing leadership, direction and management support to all staff and   ensuring that there are mechanisms in place to enable staff to carry out their duties in an effective manner.
· Leading by example and being a role model to staff.
· Translating the strategic leadership and direction from the Executive Committee to the staff team. 

· Developing, implementing and managing an HR strategy that will support the development of all staff to enable them to reach their full potential whilst achieving the organisation’s business plan and objectives. 
· Leading staff to achieve continuous improvement in performance and quality of services.
2. Strategy

· Advising the Executive Committee on key sectoral issues and internal management issues affecting the business and assisting the Executive Committee to develop and implement plans to address these issues.
· Seeking out new strategic relationships that will benefit SHARE’s future and add value to the business. 
· Working closely with the Executive Committee to create and implement the business strategy, policies and financial controls to ensure compliance with legislation, good governance and good practice.

· Developing strategic partnerships and strong relationships with the SHARE member organisations. 
· Directing, developing and promoting partnership working within the SHARE team to ensure that the organisation’s goals and business objectives are met. 
· Promoting and sustaining SHARE’s good reputation and where required, liaising and communicating with the housing sector media and other news outlets, as required, to promote the work of SHARE. 
· Demonstrating a thorough understanding and commitment to SHARE’S business plan and vision and values.
· Working in conjunction with the Executive Committee and the staff team to set-out the strategic priorities for the organisation.
3. Governance

· Developing an effective working relationship with the Chair and supporting the efficient servicing of the Executive Committee and any sub-groups set up by the Executive Committee.

· Ensuring that the duties of Secretary, which are delegated from the Executive Committee, are discharged efficiently and effectively.

· Providing advice on issues of governance, conduct, rules and financial probity to the Executive Committee.

· Supporting the Executive Committee to meet their duties by having appropriate reporting and control mechanisms in place.

· Maintaining the quality and membership of the organisation, including representative structures and governance arrangements. 
· Leading the assessment of risk and the design and operation of risk management systems.

· Ensuring that there is an effective Internal Audit function in place, which has full access to the Executive Committee and that any decisions arising from internal audit reports are properly implemented. 
4. Financial management

· Ensuring that SHARE’s financial affairs are properly managed and controlled and that effective financial strategies are in place to support and sustain the continuation of the business. 
· Ensuring good financial planning, reporting and control arrangements are in place to manage risk effectively and protect the organisation’s reputation and financial security.

· Preparing budgets and working with the staff team to set fees/prices for SHARE activities.

· Advising the Executive Committee on the level of the SHARE membership subscription fee.
· Leading on the planning and cost-effective provision of specific conferences and events.
· Ensuring the appropriate financial returns are submitted to the relevant bodies in a timely manner e.g. OSCR, Companies House, lenders.
· Liaising with the external Auditor as required. 
· Regularly reporting financial KPI’s to the Executive Committee.
5. Staffing / Management

· Working with the staff team to translate the organisation’s business plan and corporate vision and values into SMART operational targets and objectives. 

· Defining, developing and implementing effective performance management and risk management strategies. 
· Advising the Executive Committee on the staff structure.
· Advising the Executive Committee on staffing policies and preparing policies for approval by the Executive Committee. 
· Promoting, managing and developing a supportive organisational culture.
· Establishing an effective development-led performance management system that allows staff to grow and develop whilst contributing to the success of the organisation.
· Promoting staff training to ensure a high-quality service continues to be provided by SHARE.

· Addressing any internal conflict and poor performance quickly and appropriately.

· Upholding SHARE’s commitment to diversity and equal opportunities. Ensuring that equalities are reflected in all policies and are followed by staff in every aspect of their work, including the work of partner organisations and consultants.
· Setting targets and performance management measures, reviewing and monitoring progress, and organising resources to ensure successful performance outcomes across the organisation.

· Regularly reviewing performance against the business plan. Ensuring that performance is reported to the Executive Committee and taking appropriate steps to ensure that corrective action is taken where necessary.

· Working with the staff team to develop business KPIs for reporting at Executive Committee meetings.
6. Customer Focus

· Establishing, developing and maintaining a culture of excellent customer service, continuous improvement and quality management.

· Ensuring that the training, conferences and other products on offer are reviewed regularly to ensure that they meet the changing needs of the housing sector and the requirements of all customers.

· Planning, developing and sustaining organisational growth and establishing and developing partnerships to build strong and effective relationships with all member organisations and other stakeholders.
· Ensuring that SHARE continues to provide a high-quality training and education service mainly to the Housing sector.

· Maintaining and growing the SHARE membership (potentially looking beyond the sector).
· Developing Service Level Agreements with customers, as required.

· Reviewing the SHARE Membership package on offer, to ensure that SHARE provide value for money and excellent benefits and a bespoke service, where required.  
7. Service Delivery

· Managing and co-ordinating the delivery of a range of training and learning activities mostly to Housing Associations and co-operatives throughout Scotland.
· Ensuring that SHARE conducts its operations in accordance with the business plan and policies established by the Executive Committee.

· Overseeing the development of new products and services.
· Monitoring the quality of the training service.
· Liaising with SHARE Members and others to ensure training is up to date and meeting current and future needs.
· Liaising with SHARE Members and others to proactively develop “value for money” through the services provided.
· Liaising with SHARE Associate trainers and ensuring processes are in place to regularly review Trainer accreditation, effectiveness and the associated training and development outcomes

· Extending the range and coverage of specific Conferences offered.  
8. Health & Safety

· Leading the development of a robust health and safety culture within the organisation. 
· Leading the creation and maintenance of a COVID-19 Secure workplace.
· Working with the staff team to develop and implement robust workplace robust health and safety policies and procedures for staff and Associate trainers.
· Overseeing the development of Health and safety (including COVID-19) risk assessments and method statements for all SHARE activities. 
· Overseeing the creation and management of a comprehensive organisational health and safety risk register.
· Supporting the Executive Committee and the staff team in achieving a working environment, that supports health, safety and wellbeing. 
· Ensuring the appropriate provision of health and safety resources, policies and procedures and ensuring that statutory requirements are achieved. 
· Ensuring the highest compliance with all Health & Safety legislation in order to minimise business exposure to litigation and reputational risk.

9. Other
· Advising the Executive Committee on any relevant topical issues.
· Developing operational policies, as appropriate.
· Representing SHARE externally and being an Ambassador for the organisation.
· Maintaining positive relations with partner organisations and other external agencies.
· Extending the scope and scale of business activity including considering the opportunity to expand beyond the housing sector. 
· Attending Executive Committee meetings or other required business commitments outwith normal office hours.
· Any other reasonable duties as requested by the Executive Committee.
