JOB DESCRIPTION
Chief Executive /Manager
POSITION


 

Whichever it is CE or Manager or coordinator
LOCATION
NEW PLYMOUTH

REPORTING TO
                                 XXXXXXXXXXX Trust Board 

DELEGATED AUTHORITY
ADMINISTRATION, FINANCIAL, PERSONNEL, SPONSORS, PUBLIC AND STAKEHOLDER RELATIONS

XXXXXXXX Trust was established in write a bit of your Trust’s history and activities 

The Trust has therefore decided it is appropriate to review staffing and appoint staff to initiate these developments and the new Chief Executive will play a crucial role in furtherance of these objectives.

Currently the Trust has a staff of 3  Social worker  and two part time(1 FTE) office personnel. This staff is complimented by volunteers.   The Trust currently has a membership of 250 and has contracts for services with Taranki DHB and the Ministry of Social Development

1.   SUMMARY OF POSITION

1.1 The position is Chief Executive of the XXXXX Trust.

1.2  In summary, the Chief Executive will, subject to the direction of the Trust Board, the 

       Employer, have overall direct and primary responsibility for:

a) the financial, promotional, marketing, sponsorship, staffing and administrative aspects of operating the XXXX Trust:

b) The general conduct of the business of the Employer as a going concern.

1.3   The position of Chief Executive is full time. The Chief Executive is required 

         to devote as much time to the position as is necessary to fulfil the duties 

         and responsibilities of the position in an outstanding way.  

1.4 The Chief Executive is expected to reside in New Plymouth or its environs.

2.   REPORTING REQUIREMENTS

2.1 The Chief Executive is directly responsible to, and shall report directly to, the Board.   In the ordinary course the Chief Executive’s means of contact with the Board will be through the Chair of the Board.

2.2   The Chief Executive is required to keep the Employer (by informing the   Board)   appropriately informed about significant issues which may, or do, affect the Employer’s business and in particular about progress in organising and staging  the three Festivals  noted above.

2.3   The Chief Executive shall have authority to speak publicly, or to any groups or person on behalf of the employer, but shall be subject to any constraints stipulated by the Board.

3.   DUTIES AND RESPONSIBILITIES

3.1 The Chief Executive shall be directly and primarily responsible for all matters required for the successful operation of XXXX Trust.

3.2 The Chief Executive shall be directly and primarily responsible for the compilation and refinement of all budgets and ensuring that each activity adheres to the maximum extent possible to all budgets and ensures that revenue is maximised and expenditure contained and minimised.

3.3 The Chief Executive shall be directly and primarily responsible for engaging and supervising all staff. The Board’s Chair is to be consulted and their approval obtained prior to the Chief Executive making any appointment to key positions.

3.4 The Chief Executive shall be directly and primarily responsible for all staff management and discipline and for the dismissal of staff whose performance is unsatisfactory. In the case of staff holding key positions the Chief Executive must discuss the position with the Board’s Chair before taking action.

3.5 The Chief Executive will be responsible for provision of an annual business plan to facilitate development of ongoing strategic direction

3.6 The Chief Executive shall be directly and primarily responsible for supervising and co-ordinating marketing and public relations activities. This shall encompass maintaining contact with the media.

3.7 The Chief Executive shall be directly and primarily responsible for the preparation and publication of all brochures, event programmes and other marketing and publicity material.

3.8 The Chief Executive shall be directly and primarily responsible for obtaining grants from local government and other non corporate funding sources. He/ she will also responsible for obtaining sponsorship from the private sector. In this role he/she will have assistance from the Board. The Chief Executive shall be directly and primarily responsible for providing the service to administer the sponsorships and funding arrangements that are entered into by his/her employer.

3.9 The Chief Executive shall maintain a supportive relationship with the Trust’s  Membership. 

3.10 The Chief Executive shall maintain a close and effective working relationship with other international, national and local organisations within New Zealand which are of benefit to the employer 
3.11 The Chief Executive shall be directly and primarily responsible for maintaining and safeguarding all relevant records and documents and the keeping all systems of the employer in an effective and proper manner in accordance with all accounting and other financial legislative requirements.
3.12 The Chief Executive shall keep the Board appropriately advised in writing on a regular basis (currently the Board meets monthly) and to supply the Board with such papers, reports and information as may be required by the Board from time to time.

3.13 The employer recognises the importance of ensuring a safe and healthy workplace; accordingly the Chief Executive is to take direct and primary responsibility for the Employer’s overall health and safety programmes and compliance processes. In particular the Chief Executive agrees to comply with the provisions of all applicable legislation including rules and regulations. 

3.14 The Chief Executive is required to attend the following functions on behalf of the Employer:

· Sponsorship meetings and functions

· Television and print media interviews

· Marketing trade shows 

· Government functions

· Appropriate industry meetings

3.15 The Chief Executive is required to undertake such other duties and responsibilities as may be required by the employer from time to time. In particular, but not without limitation the Chief Executive shall be directly and primarily responsible for undertaking such other activities, designed to take advantage of the employer’s expertise and to increase revenue such as  identifying other potential activities which will further the promotion of the Trust , as the Board may approve.

4. HOURS OF WORK

Hours of work shall be 9 am to 5 pm Monday to Friday and such other times as are required to meet the duties and responsibility required of the position.

5. ANNUAL LEAVE

The Chief Executive shall be granted four weeks annual leave at times that are agreed with the Employer. 

