St Werburghs City Farm

JOB DESCRIPTION AND PERSON SPECIFICATION
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	Job Title:
	Director (Maternity Cover)

	Responsible to:
	Board of Trustees through the Chair

	Place of work:
	St Werburghs City Farm, Bristol, with some travel

	Hours of work:
	Between 30 to 37.5 hrs per week (depending on candidates preference), which will include some hours before 9am and after 5.30pm and occasional weekend work 

	Annual leave
	25 days plus statutory holidays

	Contract Type:
	Maternity Cover starting no later than 1st of July, for 12 months (may be extended to 14 months subject to maternity leave arrangements)

	Probationary period
	3 months

	Salary:
	Salary banding between £35,444 (SCP 40) and £39,177 (SCP 44) depending on experience, paid monthly 

	Pensions:
	St Werburghs City Farm offers a workplace pension, starting at 3% contributions

	
	


St Werburghs City Farm is an inner-city oasis. Situated in the Bristol ward of Ashley next to 4 other wards which fall within the 10% most disadvantaged in the UK, the Farm has developed to meet local needs.   Our vision is to inspire and educate happy, healthy communities through  green spaces, local food and each other. Using a 2 acre small holding, a 1 acre community garden, a 2.5 acre conservation site and 13 acres of community allotments, our mission is to offer targeted community services that equip people with knowledge, skills and confidence, and provide green sites accessible to all. Our aims are to: increase people's knowledge of where food comes from and access to locally produced food; enhance people's health and wellbeing through greater access to green spaces; and improve the capacity, confidence and cohesion of our community. With more than 3,500 service users, 15,000 people enjoying our events/facilities and more than 40,000 local visitors passing through the gates each year, we are a vital community resource, freely accessible to all. 

Purpose of Job

We are searching for a confident and competent individual to provide strategic leadership and positive development of the Farm during maternity cover. In  particular, the post holder will:

· Act as a steady pair of hands, overseeing operational management 

· Guide delivery of our vision,  annual/3 year priorities and objectives
· Prioritise 2017-19 funding targets and drive income diversification
· Oversee financial management, including budgeting and reporting 
· Provide confident and supportive leadership of the staff team
· Work with trustees to ensure accountability & effective governance
 

Specific roles and responsibilities include:

1. Strategic Development  

1.1. Provide strategic leadership for the Farm, by guiding operational management of our sites and services whilst driving the Farm towards a resilient future in which we are better equipped to achieve our vision 

1.2. Champion the Farm’s vision and values, embedding them it in all areas of our work
1.3. Manage the development, implementation and review of annual Operational Plans, the 3 year strategy and project plans with appropriate involvement of staff, trustees and stakeholders
1.4. Introduce effective monitoring and evaluation, and consultation procedures, to ensure our services users and stakeholders are engaged in the development of our sites and services 
1.5. Be responsive to changing context, obtaining market knowledge and seizing opportunities for sustainable growth and expansion, ensuring diversification of income
1.6. Promote and on behalf of our target audience to government, funders, partners and other voluntary organisations as deemed appropriate 
1.7. Research, compile and launch ‘business’ plans to secure income and guide development of specific projects, for instance: Cafe, Shop and Office facilities – develop case for support for phase 2 of Farm site capital works

2. Income generation
2.1. Oversee and manage the charity’s fundraising activities, including preparing key fundraising bids, seeking to maximise opportunities to grow, diversify and build income streams to support greater organisational resilience
2.2. Achieve annual fundraising targets in line with strategic priorities, and provide guidance to support the growth of other staff within organisational fundraising
2.3. Promote effective communication strategies with all stakeholders, but most notably existing donors, seeking to raise the Farm’s profile and better demonstrate our impact
2.4. Maintain the Farm’s fundraising and stewardship database and accurate, up to date and accessible records of all fundraising activity providing timely and accurate reporting as required
2.5. Ensure that restricted fund accounts are maintained and that the financial records comply with funder reporting requirement
2.6. Ensure all our fundraising activity complies with the law, and demonstrates best practice
3. Financial Management

3.1. Maintain an overview of the financial health of the Farm, leading on budgeting and forecasting and overseeing appropriate financial management and control
3.2. Provide accessible and transparent financial reports for the Board of Trustees and other stakeholders.
3.3. Support the Office Manager in the compilation of accurate management accounts, the production of end of year accounts and processing financial transactions during her absence
3.4. Oversee quarterly monitoring processes to evaluate performance against budget, review risks and issues and agree corrective actions with Project Managers/Board of Trustees
3.5. Develop project monitoring and reporting mechanisms and provide support for staff in the preparation of reports for funders and trustees 
3.6. Ensure effective recovery of indirect costs/overheads from project budgets to ensure that costs are being suitably absorbed
3.7. Oversee the procurement of service level agreements for existing activities and the development of tenders for new services, striving for full-cost-recovery 

4. Staff Management and Relationships

4.1. Provide strong and clear leadership of the staff team (in excess of 15 people), promoting a positive, supportive and fun environment to work in
4.2. Provide line management and support for the Site Development Manager, the Services Development Manager, the Office Manager and other strategic/organisational-focused roles, such as the Connection Centre Project Manager, including regular appraisals, identification of training needs and  reviews of job descriptions
4.3. Oversee the Farm’s HR processes, ensuring we recruit, support and retain high quality staff/contractors
4.4. Liaise between the Board of Trustees and staff team, ensuring clear communication and maximising opportunities for services users to be at the heart of decision making processes
4.5. Review the organisational structure in line with the annual objective, making recommendations to the Board of Trustees as appropriate
4.6. Promote, develop and manage positive, professional relationships with:

· staff and trustees

· beneficiaries (volunteers, visitors, service users etc)

· partners (other service providers, partner charities, local businesses, peer organisations, and government/official bodies)

· members of the wider community and stakeholders, including local residents, donors, trusts and foundations, relevant outside agencies) 

5. Accountability and Effective Governance
5.1. Be accountable to the Board for all aspects of the operation of the Farm, ensuring that the organisation fulfils its constitutional and legal responsibilities
5.2. Manage the review of the organisational risk register, ensuring that the Board of Trustees can maintain a clear understanding about the risks that might affect the charity, and how these risks can be mitigated 
5.3. Ensure Farm sites and services adhere to the Industry Code of Practice, Environmental Health recommendations, Defra regulations and other legislation as appropriate to city farms
5.4. Lead on technical and legal issues, including: liaison with lawyers on leases and other technical issues, ensuring statutory documents are filed, ensuring overall compliance with legislation and regulations
5.5. Report to the Board of Trustees (as lead staff member at Board/Finance and HR meetings), producing timely, accurate documents with clear guidance on decisions sought, and accurate, accessible financial summaries.
5.6. Ensure that the Farm’s policies are reviewed and improved and maintained up-to-date on a regular basis ensuring that staff and users of the Farm comply with internal policies, best practice, and legislation
6. Other 
6.1. Promote the aims and objectives of the Farm and present a positive image of the Farm through good public relations, communication with visitors, service users and the local community etc.
6.2. Comply at all times with the Farm’s policies, i.e. Health and Safety, Equal opportunities, Environmental, Confidentiality, Child and Young person’s protection policy etc
6.3. Attend team, and other staff meetings as required
6.4. Seek to continually improve own knowledge and abilities in the field of charitable leadership and strategic management
6.5. Any other duties commensurate with the post
 Person Specification

	Essential
	Desirable

	Experience and knowledge 

	Significant experience in strategic development, operational management, managing change, 

	Experience of working in a city farm or similar outdoor education / community focused project

	Demonstrable and successful experience of overseeing financial management systems over the value of £300k per annum – including complex funding streams
	Educated to degree level in a relevant subject



	Experience of recruiting, managing and supporting staff, in an equal opportunities environment, including improving and sustaining performance
	Knowledge of employment law



	Direct experience in funding procurement, totalling more than £200k, including preparing tenders/ grant applications, report submission and stewardship
	Knowledge of the statutory requirements of social enterprise/charity/company etc



	Experience of all aspects of project management, from inception to completion, including effectively  demonstrating impact
	Knowledge of our beneficiary groups (disadvantaged children, adults with learning difficulties, mental health concerns and long-term unemployed etc)

	Experience of partnership working including establishment and management of partnerships
	Knowledge of Bristol’s networks, partnerships and experience in collaborate working

	An understanding of the Commissioning process and managing complex service delivery contracts
	Experience of lobbying, influencing, negotiating and/or working with civil servants/local authorities

	Skills

	Proficient in ICT including demonstrable experience and proficient command of Microsoft Word & Excel
	Qualification in Excel and working knowledge of Sage

	First class ability to prioritise and manage a demanding workload, with the initiative to solve problems arising from workload
	Ability to work, and concentrate, in a busy, noisy fast pace office environment

	Ability to communicate clearly in writing and orally to committees and small meeting
	Ability to manage relationships with tact and diplomacy

	Ability to assimilate and disseminate complex information quickly and clearly
	Proven skills in setting up events and meetings



	Ability to delegate, and understanding of when to adopt a hands-on approach
	

	Personal Attributes

	Professional, confident with an  entrepreneurial mindset 
	Knowledge of City Farms

	Strong interpersonal skills; professional, teamwork, approachable, personable, active listening skills etc
	Full clean driving licence (or obtaining)

	Reliable, pro-active and self-motivated with the ability to think creatively
	

	Passionate about what the Farm does
	


You can see more about St Werburghs City Farm and the work we do, and download the application pack on our website www.swcityfarm.co.uk












St Werburghs City Farm – a green city oasis connecting people to food, the environment and their local community. 

Registered Charity Number 297091      Company Limited by Guarantee Number 2114442
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