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ON DEPRE!

Scotland’s national charity for depression




Job title: Head of Operations (Maternity Cover) 
Reports to: Chair of Action on Depression and Board of trustees
Hours per week: 21 hours per week (0.6 FTE) as agreed by the board

Salary: £28,000 FTE or £16,800 per annum for 0.6 FTE

Based at 11 Alva Street, Edinburgh, although travel across Scotland and within the UK may be required.

Purpose of the job:

· To lead the day to day operations of the charity during a defined period of maternity cover.

· To work with the Chair to ensure that the Board of trustees formulate and regularly review the organisation's mission and strategic plan; ensure it is able to monitor annual plans and targets.

· Be responsible for staff leadership, management and administration of the organisation in the delivery and development of services for people affected by depression across Scotland.

· Work with the Chair to ensure that the Board receives appropriate advice and information on all relevant matters and enable it to fulfil its governance responsibilities.

Principal tasks
1. Working with the Board:

· Ensure appropriate presentation and reporting to the on the progress of the organisation and on all matters relevant to the discharge of its responsibilities.

· Support the Chair in ensuring the continued engagement/involvement of all members of the Board.

· Ensure an annual calendar of meetings of the Board and its principal sub-committees is in place.

2. Leading and managing the organisation:

· Ensure that the strategic vision for 2012-2015 is adhered including all annual targets and outcomes.
· Be responsible to the trustees for the overall financial health of the organisation; ensure that expenditure is controlled in line with budgets as approved by the Board.

· To work co-operatively with the National Community Development Manager in overseeing the day to day operations of the delivery of all services including undertaking direct service delivery as and when required.
· Provide a direct line management support function to the members of the staff team, and keep under review and appraise the work of staff not under direct line-management responsibility.
· Ensure that the organisation has the resources (human, material and financial) to operate as effectively as possible. 
· To participate in the fundraising and income generate aspects of the charity’s work
3. Promotion of the organisation

· Act as the main spokesperson for Action on Depression, engaging with the media, public appearances and events to promote the subject and work of the charity

· Maintain effective networks with all principal supporters and stakeholders

· Seek opportunities to expand and promote the role of the organisation

· Ensure the organisation is presented in an appropriate and professional manner to its stakeholders

The above list of duties is indicative only and not exhaustive. The Director of Operations is expected to carry out all such additional duties as are reasonably commensurate with the role.

Person Specification
AoD is looking for a competent self-starter with a proven background in managing and supporting services. This may be within health, social work, education or the third sector.

In particular we seek the following:

Essential

· A demonstrable track record of overseeing a range of projects and support services at a senior level.
· A knowledge of the issues for people affected by depression in Scotland and of the policy environment within Scotland.
· Proven experience of managing, supervising and supporting staff and volunteers.
· Proven experience of income generation, including tender development and the preparation of funding applications.
· Experience of demonstrating an outcome focus in collating and monitoring information.

· Experience of working with a range of stakeholders and public speaking.
· Proven knowledge of the third sector and of the current challenges it faces.
· IT literate, competent in Microsoft Office software, including Word and Excel.
· Must have excellent interpersonal skills and emotional intelligence.
