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)For the attention of all applicants


	

	

	January 2012


	

	

Re:  


	


                                                                                                           


Re: Director of Resources 
	
Thank you for your interest in this vacancy.    The job pack consists of the following documents:

· Letter from the Chief Executive
· Background Paper
· Job Description/Person Specification
· Job Benefit Details
· Guidance Notes
· Equal Opportunities Monitoring Form
· Short  Application Form                                                                         


Please note that the closing date for applications is Tuesday 7th February 2012 at 9am.  
Interviews will be held on 22nd or 23rd February 2012.

To apply, please complete the short application form indicating in the supporting statement how you meet part one of the person specification and forward with your CV by email to: recruitment@cafamily.org.uk .

If you do not hear from us by the interview date it does mean that we have not been able to include you on our shortlist.




Patricia Johnson
HR Assistant
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Letter from the Chief Executive		


Dear Applicant

Thank you for your interest in the position of Director of Resources at Contact a Family.  

We are the leading UK charity working with families of all disabled children, regardless of the disability or health condition of the child. Founded in 1979, we provide advice, information and support on all aspects of raising a disabled child and we bring families together so they can support each other. We also campaign for families with disabled children to lead the lives they choose. 

Contact a Family is successful and financially stable with excellent links to parents and families, and other key stakeholders. Over the next few years we aim to make even more of an impact and reach greater numbers of families throughout the UK with our wide range of online, telephone and face to face services, which provide vital information, support and advice for families with disabled children. We will build on our ground breaking work to ensure that parents of disabled children take part in key decisions about how statutory services are planned. Our influence on public policy across the four nations is also substantial, and represents one of the key ways in which we can make a difference for all families with disabled children. 

As to the organisation itself, we have undergone a period of significant change, including the modernisation of our systems and processes. We have recently completed the first stages of an IT infrastructure project, have overhauled our HR policies and procedures and have implemented rigorous financial management protocols. We are about to embark on a major project to upgrade our website and database. 

But the biggest change has been the growth in our ambition for what we can achieve with and for families with disabled children. We are looking for an energetic Director of Resources who will join a highly motivated and effective senior management team committed to making Contact a Family as successful as it can be. The post would suit an experienced Director of Resources or an ambitious Head of Finance who is looking to step up. 

This is a truly an exceptional opportunity. I very much hope that you are excited by what Contact a Family has achieved and its future plans and that you will pursue an application for this key appointment.


Yours faithfully



Srabani Sen
Chief Executive


[bookmark: _Toc133721487][bookmark: _Toc186858844][bookmark: _Toc266695866][bookmark: _Toc266695919]Background 

Across the UK, a child is diagnosed with a severe disability every 25 minutes. Although some children need hospital care, 98% of disabled children live at home with a parent or other family member who may not have expected to be in this position, but who has quickly had to become an expert. 
Contact a Family is the only UK-wide charity providing advice, information and support to the families of all disabled children - no matter what their disability or health condition. We also enable families to get in contact with other families, both on a local and national basis. Last year we reached at least 341,000 families. We also seek to influence public policy across the four nations of the UK to improve the lives of all families with disabled children.
Contact a Family’s strategic vision is that all families with disabled children are empowered to live the lives they choose to live, and achieve their full potential, for themselves, for the communities they live in and for society.
Contact a Family’s core purpose is to remove the barriers imposed by society which prevent families with disabled children achieving their full potential, and to empower these families to live the lives they want to lead.
Contact a Family’s core values are based on the principle of mutual support between families caring for disabled children. We are driven by the needs and interests of families with disabled children and work in partnership with them, whether this is around influencing public policy, or developing our own services. 

Direction of travel 2009-2013
Trustees and the Senior Management Team have identified four overarching aims that we will work towards during 2009-2013 to bring about real change for the families we support (and Contact a Family in the process). We are calling this our “direction of travel”.

To remove the barriers faced by families with disabled children we will:

a) establish issues affecting families with disabled children as a mainstream concern for society 
b) enable families with disabled children to overcome the barriers they face 


To strengthen Contact a Family to achieve the above we will: 

c) become a recognized a force for change in ALL spheres which have an impact on the lives of families with disabled children
d) be a modern, well run organization which enables us to achieve the best with and for families with disabled children

Contact a family is currently developing its new strategy to take us beyond 2013, but trustees have agreed that our direction of travel is still right and will drive the development of our new strategic objectives. 


Recent achievements
· In recent months we have secured significant funding to continue and grow our key services. In comparison to last year, our turnover this year will have increased by just over £1 million. 
· Through our helpline we support 10,000 people a year. Results from the Contact a Family Helpline Evaluation survey for 2010/ gave an satisfaction rating of 98%. 
· Our average satisfaction ratings for many of the services we provide range between 98% and 100%. 

· Our website and social media ranked 46 out of 300 in a recent “Charity Web Check” run by Third Sector magazine – higher than charities which are household names such as the NSPCC, Comic Relief and Amnesty International.

· In 2011, Samantha Cameron chose us as one of the charities she will be actively supporting. 

· Contact a Family is a key player and driver of a range of campaigning alliances across the UK both within the children’s disability field and within related areas of public policy such as poverty and family relationship breakdown. We have regular access to government ministers and other influential decision makers. 
· We have had significant success in achieving media profile and this year alone have appeared on BBC Breakfast TV, Radio 4, Radio 5 and other major news outlets. 
[bookmark: anchor2][bookmark: anchor4]
How are we funded?

[bookmark: 5]Most of our money comes from statutory grants, the Big Lottery Fund or charitable trusts.  Following the adoption of a new fundraising strategy, we have begun actively developing unrestricted funding, particularly from corporate and major donors, although this work is at a very early stage. 

How big a charity is Contact a Family?
[bookmark: anchor6][bookmark: anchor7]Contact a Family is a small to medium sized charity. Our annual turnover for 2010 / 2011 was  £4.7 million . We employ 130 staff. We also have a significant number of committed volunteers. 
For more information about Contact a Family, please go to www.cafamily.org.uk



[bookmark: _Toc186858846]Job Specification


[bookmark: _Toc186858847]Role				Director of Resources

Responsible to:		Chief Executive


The Director of Resources is one of the team of three Directors that will work closely with the Chief Executive in leading and managing Contact a Family. The duties and responsibilities can develop over time as this exciting organisation changes and grows. The post holder must promote an empowering, transparent and non-hierarchical culture where the delivery of quality services is our constant priority, supported by an efficient infrastructure. 

Internal Contacts: 	Chief Executive
			Chair, Treasurer and Trustees
			Senior Management Team
			Managers, staff and volunteers
			
External Contacts:	Auditors
			Legal advisors
			Suppliers

Staff responsibilities:	Responsible for a department of 9 staff with three direct line reports: Head of Finance, Head of IT and Head of HR

Key Responsibilities

Senior Management Responsibilities

1. Work as part of the senior management team, taking shared responsibility for developing and delivering Contact a Family’s corporate strategy.

2. Manage and be accountable for the budgets of the Resources Department and its constituent teams (including adherence to financial regulations), and ensuring effective budget management across the organisation.

3. As part of the senior management team, share the management of and responsibility for Contact a Family’s finances, organisational development, performance, resources management and health and safety, and through the Chief Executive to be accountable to Trustees for these matters.

4. Working with other senior managers, to ensure that staff work collaboratively to deliver organizational goals, and share best practice and knowledge

5. Be part of and contribute to the building of the senior management team.

6. Encourage and enable the development of creative solutions within the Resources Department and across the organisation.



Role specific responsibilities/duties

1. Continue our programme of modernising the infrastructure of Contact a Family, with particular reference to Finance, IT, HR, health & safety and facilities management. In so doing, ensure that high quality systems, policies and procedures are developed and implemented to ensure the effective management of Contact a Family’s infrastructure. 
2. Develop and ensure the delivery of a departmental strategy, objectives and work programmes to underpin the delivery of our overall strategy, and to provide regular updates on these matters to relevant stakeholders such as staff and Trustees.
3. Ensure that senior colleagues, both executive and Trustees, have the financial and resource information necessary for them to fulfil their own responsibilities. Information must be provided in a form that is understandable and accessible.
4. Work closely with the Chief Executive and other members of the senior management team, to develop and manage the strategic, business and budget planning processes for the whole organisation.
5. Be responsible for establishing and maintaining proper controls, records, and information databases in relation to finance, HR, IT, health & safety and facilities, and contribute to the development and efficiency of organisational databases and systems.
6. Working with the senior management team, ensure the financial viability of the organisation, including working with the Fundraising Team to find funding for the work of his/her department.
7. Lead in risk management for the organisation.
8. Ensure Contact a Family complies with statutory, legal, and taxation requirements in relation to its affairs. Co-ordinating and being responsible for the production of all statutory accounting and tax returns. 
9. Act as Company Secretary, taking responsibility for all aspects of the organisation’s governance and ensuring that the organisation complies with all corporate and charity governance requirements. Taking lead responsibility for servicing the organisations Business Affairs Committee and Nominations and Governance Committee.
10. Play a central part in negotiating and ensuring the delivery of major contracts and grants. 
11. Manage relationships with suppliers of key services, e.g. insurance.
12. Develop and implement tools to measure our impact and performance across Contact a Family.
13. Effectively line manage and motivate staff, and through the managers in the Resources Department, ensure the effective management of all staff in the department.

14. Through the relevant Heads of teams in the Resources Department, develop and implement effective systems, policies and procedures to ensure that finance, facilities management, HR and IT are efficiently managed, providing a high quality service to colleagues throughout Contact a Family and complying with the organisation’s quality assurance requirements. In particular:
a. Ensuring that the production of reports and similar communications present the financial affairs of the organisation in an appropriate and accessible manner to clients, donors, press and other external agencies.

b. Managing the Internal Audit process and acting as principal contact with the external auditors.

c. Ensuring that the organisation’s cash and investments are effectively managed. 

d. Ensuring that a safe, appropriate cost effective environment is provided for staff and clients, in particular Health and Safety, Disabled Access, risk assessment and insurance matters.

e. Ensuring that appropriate, efficient and effective IT services and support are available throughout the organisation and that the use of ICT is fully exploited, enabling knowledge management and sharing across Contact a Family’s geographical spread.

f. Ensuring that HR systems and policies are effectively developed and delivered.

g. Representing Contact a Family externally at meetings and in an ambassadorial role as required.


Person Specification

PART ONE 
Experience and Qualifications

· Educated to degree level.
· Fully qualified accountant.
· Experience in a senior finance position, preferable in the charity sector, with experience of managing complex budgets involving restricted and unrestricted income.
· Experience of developing resource strategies (e.g. finance, IT, HR, facilities).
· Experience of managing finance and preferably one or more of the following functions: HR, IT and facilities management.
· Experience of acting as an “expert” advisor to senior management and Trustees in relation to finance and preferably one or more of the following functions: HR, IT and facilities management.
· A strong leader and people manager, with a track record of building and managing high performing teams, and experience of contributing effectively as a member of a senior management team.

Knowledge and Understanding

· Knowledge of the Charity sector.
· Knowledge of relevant financial systems and financial management, with particular knowledge of managing restricted budgets.
· Knowledge of charity and corporate governance.
· Knowledge of the relevant legal issues affecting a charity. 
· Knowledge of methods of measuring an organisation’s performance.
· Understanding of issues related to at least one of the following: HR, IT, facilities management
· A strong team player committed to building and working with the senior management team to deliver shared organisational goals.

PART TWO 
Skills and Abilities

· Strong contract negotiation skills
· Ability to identify and lead on strategic opportunities.
· Ability to explain complex financial information to non financial managers.
· Proven track record of effectively managing staff within a performance management culture.
· Ability to represent Contact a Family in a responsible and effective manner.
· Team player and assured manager, able to win the confidence of colleagues and Trustees.
· Excellent communication and presentation skills.
· Ability to deliver competitive financial and HR approaches to support new tenders.
· Ability to travel across the UK.
· The flexibility to attend meetings and events out of hours.

Qualities and Competencies

· Flexible and Pragmatic.
· Professional and Personal credibility.
· Ability to commit enthusiastically to our cause.
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Staff Benefits

 Director of Resources



Salary
· £52,919 - £56,685, Point scale 61- 65. The pay range is drawn from the NJC scales appropriate to the not-for-profit sector.  Incremental progress where appropriate occurs on the yearly anniversary of the start date.

Annual Leave
· 25 days a year plus one extra day for each completed year of service up to a maximum of 30 days after five year service, pro rata for part time employees.  Holiday year runs January – December.  


Concession Leave
· 3 days a year for the period of office closure between Christmas and New Year.  Pro rata for part time employees.

Probationary Period
· 6 months

Pension Scheme
· Private pension scheme available through Friends Provident. 5% contribution rate for employee and employer.

Employee Assistance Programme
· Covering employees and their families, a full EAP free counselling service is provided through Health Assured.

Season Ticket Loan
· Yearly season ticket purchase available after six months satisfactory service, repayable over a ten month period.

Home Working
· Home workers are provided with all relevant IT equipment with support from the central IT Department.




Guidance Notes for Applicants

Filling in the application form

· Please complete all parts of the application form. (CV’s may be attached but will not be accepted in place of an application form).
· Show clearly how your experience, knowledge, skills and abilities are relevant to the requirements of the person specification.
· Give full details of your duties in your present or most recent job. This may be a voluntary role. Do not miss out experience gained in previous jobs, but select the most relevant points. Also include details of any skills or experience gained from voluntary, committee or community work, etc.
· Use extra sheets if necessary, noting your name and the post you have applied for at the top of each sheet.
· Check the closing date to allow time for your application to reach us.
· We suggest you keep a copy of your completed application.
· Contact a Family does not usually acknowledge receipt of application forms unless specifically requested and a stamped, self-addressed envelope is enclosed. Please note that if you have not been contacted by the advertised interview date then unfortunately you have not been successful in your application.


Short-listing

When short-listing we will be looking for evidence that you have the knowledge, experience, skills and abilities to do the job as detailed in the job description and person specification. These provide the essential criteria against which your application will be assessed. The short-listing panel will not have access to the monitoring details you provide. 

Disabled candidates

Contact a Family welcomes applications from disabled candidates. Please make us aware of any reasonable adjustments we may need to make for you as a disabled person and particularly address any special requirements you may have if you are invited for interview. 


Equal Opportunities Monitoring

For statistical purposes please complete and return the monitoring form. As stated above the form will be detached from your application form before the short-listing exercise.


Criminal Record Declaration and the Criminal Records Bureau & Central Registered Body in Scotland Disclosure Service

The declaration must be completed. Contact a Family is an organisation that provides services for families of children with disability. You will appreciate therefore, that Contact a Family must be particularly careful to enquire into the character and background of applicants for appointments to posts that (a) involve contact with children or supervise those who have contact with children, (b) who are in positions of trust and influence and (c) who, by virtue of the authority and responsibility inherent in the post they hold, might be expected to be positively suitable to work with children. Seeking this information is not, in anyway, to reflect upon applicants integrity but is necessary to protect the vulnerable and to assist us in making safe recruitment decisions. 
If you wish to check any aspect of this, further details are available on the CRB website www.crb.gov.uk or their
CRB information line 0870 909 0811.    The declaration form is not part of the short-listing process

We aim to make the application process as straightforward as possible. If you have any further questions regarding your application, the Disclosure or monitoring processes, or require any further general guidance or information about Contact a Family please contact a member of our Human Resources Department 020 7608 8766 or email recruitment@cafamily.org.uk

Thank you for applying to Contact a Family. 
Contact a Family                                                                                                                                                                                                            

Equal Opportunity Monitoring Form               

The completion of this form is voluntary, but the information it contains helps us to monitor and improve our equal opportunities policies and procedures.  This sheet is removed from the application form before the short-listing process, thus ensuring that all short-listing is based on merit.
       
	1. Full Name: 


	2. Job Applied For: 


	3. Date of Birth
	4. Marital Status


	5.  Gender:   Male  /  Female 
	(delete as appropriate)

	6.  Nationality:




7.   I belong to the following ethnic grouping:  (tick as appropriate)
  
	 A: White

A1: British
A2: Irish
A3: Any other white background (please specify)

                                                                                                 
	D:   Black or Black British:

D1:  Caribbean
D2:  African
D3:  Any other black background (please specify)

	B Of mixed race:

B1: White & Black Caribbean
B2: White & Black African
B3 : White & Asian 
B4: Any other mixed background (please specify)	
	E:   Asian or Asian British:

E1: Indian 
E2: Pakistani
E3: Bangladeshi
E4: Any other Asian background (please specify)


	C:    Chinese:


	 F: Any other ethnic group (please specify)


Please note that Contact a Family is committed to making reasonable adjustments to allow candidates with a disability to meet the requirements of the role.

8.    Do you consider yourself to have a disability?   				Yes / No    

9. Do you have any disability for which special arrangements should be made, either in an     
interview or employment situation? If so, please specify the nature of the disability and your requirements:

10. Are you a carer of a child under the age of 18: 		Yes / No	

I understand that this information may be stored and processed as part of the Contact a Family Monitoring of equal opportunities and I give my consent to my details to be used for this purpose.


Signed: …………………………………………….    Date: …………………………………
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For Human Resources use only

	
Job Ref:
	
	
	Level of 'Disclosure' required for post
(CRB / CRBS Check):
	
	
	Applicant Reference Number:
	






Confidential

APPLICATION FOR EMPLOYMENT

Please read through this form and related job papers before completing. Use black ink/ball point or typeface so it can be photocopied. 
			

Post for which you are applying:

	Post:


Where did you see it advertised?



Personal Details

	Title:


	Home address and postcode:











	Surname:


	

	First name:


	

	National Insurance No:


	

	Home Telephone number:
	Mobile telephone number:

Work telephone number:
	Email address:







For Human Resources use only

	Job Number:
	
	
	Level of 'Disclosure' required for post
(CRB / CRBS Check):
	
	
	Applicant Reference Number:
	





CONFIDENTIAL APPLICATION FORM

General experience and further information
(Please attach additional sheets as necessary)

Please use this section to tell us how you meet the requirements of the Person Specification and the Job Description.  Give as much information as necessary to demonstrate the skills, experience and knowledge you have gained.  This could include voluntary work, leisure interests and any other activities that you consider relevant to this position.  Please note that Contact a Family is committed to making reasonable adjustments to allow candidates with a disability to meet the requirements of the role. 

	
































Continue on another sheet if necessary





Additional information

	
Have you a full clean driving license? (if applicable to the post)

	
Yes / No


	
Do you have use of a vehicle? (if applicable to the post)

	
Yes / No

	
Do you require a work permit? 
In line with Section 8 of the Asylum & Immigration Act 1996, Contact a Family will require all successful candidates, (regardless of nationality or ethnicity) to provide original evidence of their identity and/or entitlement to work in the UK on receipt of an offer of employment.  Contact a Family is entitled under the Act to refuse employment to any person unable to establish their right to work in the UK.

	

Yes / No



Signature

	
I declare that the information given in this Application Form and Criminal Record Declaration is true and complete.  I understand that any false statement may be sufficient cause for rejection, or if employed, dismissal.  



Signed: ____________________________________    Date:  _______________






Completed forms to be returned via:

Email  to:   Recruitment@cafamily.org.uk  
or by post to:
Human Resources Department
Contact a Family
209 - 211 City Road
London EC1V 1JN
Please mark the envelope with the name of the post
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