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Chief Executive Officer – Job Description – February 2026
	Reports to:
	Chair of Trustees on behalf of the Board.

	Direct Reports:
	Operations Manager
Fundraiser
Administrator



Role Purpose:
· Champion the needs, rights, and voices of children with additional needs and their families across all aspects of SPACE’s work
· Provide leadership to SPACE and be accountable for its management and administration within the strategic, policy, and accountability frameworks set by the Board of Trustees
· Combine strategic leadership with a practical, hands‑on approach, appropriate to the size, resources, and ambitions of SPACE
· Together with the Chair, enable the Board to fulfil its governance duties—ensuring members receive timely, accessible, and balanced advice and information on all relevant matters.
Duties and tasks to fulfil the key responsibilities:
Leadership
· Lead, inspire, and motivate colleagues and volunteers, fostering a culture of inclusion, trust, and respect.
· Support the Board in the continued development and delivery of the values, ethos, vision, and mission of SPACE.
· Lead the review and development of a medium to long-term strategy aligned to SPACE’s agreed objects, vision, and mission, securing Board approval.‑ to long-term‑term strategy aligned to SPACE’s 
· Translate strategy into action—advancing SPACE’s priorities and impact for the people and communities we serve.
· Ensure values, ethos, and policies are relevant, fair, inclusive, and consistently applied.
· Build a learning organisation that regularly reflects, adapts, and improves.
· Create an environment that attracts, develops, and retains talented colleagues and volunteers from diverse backgrounds.
Management
· Be accountable to the Board for the effective and efficient management of SPACE.
· Establish and maintain proportionate management structures, systems, and processes that support strategic objectives and day-to-day delivery. ‑‑day delivery.
· Align all management policies and decisions with SPACE’s vision, mission, values, and strategic priorities.
· Develop, agree, and deliver business, operational, and annual plans that underpin the strategic plan.
· Define clear performance measures; monitor progress; and provide timely, accurate reporting to Trustees against strategy, plans, and the approved annual budget.
· Recruit, manage, develop, and support colleagues in line with good, inclusive employment practice - promoting wellbeing, flexible working where possible, and continuous learning.
· Identify and embed sector and professional best practice, balancing quality with the resources and parameters set by the Board.
Finance and risk
· Safeguard SPACE’s overall financial health, including developing, overseeing, and monitoring effective, diverse and ethical income generation.
· Maintain a robust approach to risk: regularly review major risks with the Board; implement controls and mitigations; and complete risk analyses for proposed or new work.
· In collaboration with trustees ensure long-term financial sustainability, including reserves, financial planning, and scenario modelling
· Ensure strong internal and external financial controls with appropriate assurance and audit mechanisms. 
· Ensure that monthly payroll is processed accurately though liaison with external accountants. 
· Working in partnership with external accountants, ensure that year-end statutory financial accounts are produced in a timely manner.
External and internal relations
· Champion clear, inclusive, and timely communication across SPACE and with external stakeholders.
· Build SPACE’s public profile and nurture trusted relationships across government, public bodies, the VCSE sector, private sector partners, and other stakeholders.
· Put people with lived experience at the centre: establish accessible mechanisms to hear from current and future beneficiaries (the people and communities we serve) on performance and future development.
· Scan the external environment for opportunities and risks; advise Trustees proactively and take action as needed.
Legal and regulatory compliance
· Ensure the charity meets all legal, statutory, and regulatory responsibilities at all times, including (as relevant) charity law, company law, data protection, safeguarding, health and safety, and equality duties.
· Promoting a strong safeguarding culture and ensure best practice across all activities and that an appropriate designated safeguarding lead is in place
Strategy and planning
· In partnership with the Chair, support Trustees to development and deliver SPACE’s values, ethos, vision, mission, strategic objectives, and strategic priorities, ensuring clear metrics and routes to delivery.
Ensuring high-quality governance
· Draw the Board’s attention to matters requiring consideration or decision.
· Provide timely, honest, balanced, and relevant advice, guidance, and information on performance, the short and long-term outlook, compliance, and other material issues.‑ and long-term‑term outlook, compliance, and other material issues.
· Enable colleagues and volunteers to understand and support the governance role of the Board, fostering constructive working relationships throughout SPACE.
· With the Chair, ensure SPACE’s governing instruments and governance structure are reviewed regularly; support periodic Board effectiveness reviews.
· With the Chair, ensure delegated authorities are clearly documented, understood, and followed, with proportionate reporting.
· Work with the Board to ensure it has the right skills, diversity of perspectives, and access to external professional advice and expertise.
· Support the Chair in maintaining open, fair, and transparent processes for recruiting or co‑opting Trustees, future Chairs, and future Chief Executives.
· With the Chair, ensure all Trustees receive appropriate induction, information, advice, and ongoing training—enabling every member to contribute confidently and effectively.
Board meetings
· Ensure the Board receives the information it needs, in accessible formats and in good time, to fulfil its duties.
· With the Chair, plan the annual cycle of Board and committee meetings and any away‑days.
· With the Chair, curate appropriate agendas and provide high-quality papers focused on strategic and governance matters.
· Help the Board maintain a clear governance focus—avoiding unnecessary operational detail in Board agendas and papers.
· Report regularly on SPACE’s performance, progress against strategic priorities, and implementation of Board policies.
· Submit high-level policy proposals for approval (or support the Board to develop them) and lead their effective implementation, ‑level policy proposals for approval (or support the Board to develop them) and lead their effective implementation.
· Implement Board decisions promptly and transparently.
Relationships with the chair of trustees
· Hold regular one-to-one meetings with the Chair to discuss progress, risks, opportunities, and challenges; clarify mutual expectations; co-plan the Board’s annual programme; and prepare for ‑meetings with the Chair to discuss progress, risks, opportunities, and challenges; clarify mutual expectations; one to one ‑one meetings with the Chair to discuss progress, risks, opportunities, and challenges; clarify mutual expectations; Coplan ‑plan the Board’s annual programme; and prepare for meetings.
· In close consultation with the Chair, agree respective roles in representing SPACE and acting as spokesperson at public functions, meetings, and with the media.



Chief Executive – Person Specification – January 2026
	Area
	Essential
	Desirable

	Education & Qualifications
	· Educated to degree level or equivalent level of professional experience
· Commitment to ongoing professional development
	· Postgraduate qualification or recognised professional qualification (e.g. leadership, management, finance, governance, or a relevant specialist area)
· Charity governance or trustee level training ‑level training

	Experience
	· Significant senior leadership experience within a charity, public sector, or values driven organisation ‑driven organisation
· Experience of working closely with a Board or Trustees within a clear governance framework
· Proven experience of organisational leadership, including strategy development and delivery
· Experience of leading, developing, and motivating teams and volunteers
· Accountability for budgets and strong financial oversight
· Experience of organisational change, growth, or transformation
	· Previous experience as a Chief Executive or equivalent senior role
· Lived experience of children with additional needs and their families
· Experience of meaningful engagement with people with lived experience, ensuring their voices shape decision‑making
· Experience of income generation, fundraising, or commissioning environments
· Experience of partnership working across charity, public sector, or values driven organisation driven organisation‑driven organisation

	Knowledge
	· Strong understanding of charity governance and the respective roles of Board and executive leadership
· Knowledge of inclusive employment practice and people leadership
· Understanding of risk management and internal controls
· A strong commitment to safeguarding and promoting the welfare of children and young people
· Awareness of equality, diversity and inclusion, and data protection responsibilities
	· Knowledge and understanding of the needs of children with additional needs, their families and carers
· Knowledge of the specific policy, regulatory, or funding environment relevant to SPACE
· Understanding of impact measurement and outcomes-based reporting‑based reporting
· Awareness of digital, environmental, or sustainability good practice in the charity sector

	





Skills
	· Strategic thinking with the ability to translate vision into clear plans and measurable outcomes
· Strong leadership and influencing skills, with the ability to bring people with you through change
· Ability to oversee and support income generation activity and work effectively with fundraising colleagues, trustees and partners
· Excellent communication skills, able to engage a wide range of audiences in accessible ways
· Financial literacy with the ability to interpret and present complex information clearly
· Ability to build, maintain, and repair effective relationships internally and externally
· Sound judgement and decision-making in complex or uncertain situations making in complex or uncertain situations making in complex or uncertain situations‑making in complex or uncertain situations
	· Fundraising, commissioning, or bid writing skills ‑writing skills
· Media handling or spokesperson experience
· Coaching or facilitation skills
· Experience of using data and insight to drive organisational improvement

	Behaviours
	· Demonstrates empathy, emotional intelligence, and a trauma-informed approach to leadership and decision making informed approach to leadership and decision making.‑informed approach to leadership and decision‑making
· Demonstrates a clear commitment to SPACE’s values, ethos, and social purpose
· Champions inclusion, equity, and the voice of people with lived experience
· Resilient and adaptable, able to remain effective under pressure or ambiguity
· Collaborative and respectful, valuing diverse perspectives and expertise
· Accountable and transparent, willing to be appropriately challenged
	· Actively acts as a role model for partnership working beyond the organisation
· Demonstrates innovation and creativity in problem solving ‑
· Shows visible commitment to sector leadership and learning beyond the organisation







Our Values:
The Chief Executive is expected to actively model and embed SPACE’s values in their leadership, decisions, and behaviours
Safe: Creating an environment where everyone feels secure and protected
Passionate: Enthusiastic in everything we do
Adaptable: Quickly adjusting and being flexible to changes
Caring: Showing genuine concern and kindness towards others
Enabling: Empowering everyone to reach their full potential
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