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Job Description																																
Title:	Chief Executive Officer
Hours:	Full time – minimum 37.5 hours per week with usual working days Monday to Friday and flexibility over other times as the reasonable needs of the Mission arise.
Salary:	[    ]
Responsible to:	The Board of Directors
	This job description may be amended following consultation between the post holder and the Board and will be reviewed annually. An annual appraisal will be conducted by the Chairman of the Board and other Board members.
Location:	Head Office, Clock Tower, 2 Langdon Street, Birmingham B9 4BP
Context:	Birmingham City Mission was established in 1966 and exists to share God’s love across Britain’s second city. We proclaim the Christian message in the city and the community, and we run projects which bring practical help and hope to the young and old, the homeless and people struggling to make ends meet.
Occupational Requirement:	Justifiable Policy and OR assessment available on request.
	The post holder will be required to complete a Disclosure and Barring (DBS) application.
Responsible for:	Providing strategic direction for the future of BCM.
	Providing inspirational leadership to all staff and volunteers.
	Overseeing the day to day running of the Mission.
	Maintaining the two priorities of preaching the gospel and helping those in need.
	Representing the Mission as CEO in a variety of environments, both church-based and secular.


Main Duties and Responsibilities:
To the Board:
Provide clear strategic vision for the ongoing and future ministries of the Mission by producing short, medium and long-term plans and regularly reviewing them.
Follow up any development opportunities as they arise and, as appropriate, present proposals to the Directors of the Board for consideration.
Ensure that appropriate reports are written and presented at regular Board meetings (at present held generally on the third Monday evening of each month).
Meet with the Finance Committee of the Board and Head of Finance to agree the annual budget, review salaries and agree on a recommendation to the Board for any annual salary increase.
Ensure, in partnership with the Company Secretary, that all returns and notifications are sent to the Charity Commission and Companies House as required.
Meet with the Health & Safety representatives of the Board and the Health & Safety Officer to ensure that the Mission is meeting its legal requirements in keeping all staff, volunteers and service users safe.
Support the Board in recommending new prospective Directors and Members.
Support the Chairman in ensuring the continued engagement with and involvement with the Members of the Mission.
In conjunction with the Chairman, organise and attend the official Annual General Meeting of the Members and present a review of the year and plans for the future.
Meet with the Chairman on a one-to-one basis as and when requested.
Running of the Mission
Provide spiritual leadership and direction to the staff of the Mission and model a servant-hearted leader.
Act as the line Manager for all the Heads of Departments, chairing regular Heads of Department meetings and conducting annual appraisals. Work with the Heads of Department in applying the Mission’s vision and direction.
Be an encourager to all staff and volunteers. 
Represent the Mission:
· at events across the city to promote the activities of the Mission.
· at churches across the city and further afield, seeking to increase prayer and financial support for the Mission.
· conduct deputation meetings at churches and in non-religious organisations.
· create openings and links with new churches and organisations.
· in supporting the “City Mission Movement of the UK and Ireland” and the “European Association of Urban Missions” by attending leaders’ meetings and engaging with individual Missions where appropriate.
· when requested, or as required, meet with staff from Trusts and external organisations which may support the Mission.
· organise the Annual Celebration held generally in October.
· organise the annual day of prayer at the Clock Tower at the beginning of the year.
· as a member of the Birmingham Spring Convention Committee helping to organise the event held in the spring of each year.
In partnership with the Head of Finance:
· monitor the financial sustainability of the Mission.
· prepare the annual budget and present information to support the annual salary review.
In partnership with the Human Resources Manager:
· ensure that the appropriate recruitment and employment policies are in place and applied.
· ensure that staff and volunteers are trained appropriately.
· be involved in the interviewing of new staff where appropriate.
· write references for former staff as requested.
As the CEO you will act as the Deputy Safeguarding Officer working with the HR Manager who is the Lead, and together you will be responsible for all safeguarding issues.
The Mission is an Umbrella Body with the Disclosure Barring System and you will be the Lead Officer, supporting the Office Manager and Human Resources Manager in checking applications from companies and churches.
In partnership with the Health & Safety Officer:
· ensure the Mission meets its legal requirements.
· visit the Mission’s properties when necessary.
· all duties and responsibilities must be carried out with due regard to Health & Safety regulations.
With other key staff oversee the smooth running of our “Toy Link” project.
In partnership with the Publicity Officer:
· apply for grants from fund-giving Trusts and Charities.
· prepare BCM’s monthly prayer letter and the Annual Review.
· oversee and review the publication of all other BCM leaflets etc.
· manage BCM’s social media output.
· organise the annual “Sleep Out” and any other fund-raising events.
In partnership with the Office Manager:
· organise the Friday morning devotions and the inviting of guest speakers.
· ensure thank you letters/emails for gifts are sent from an appropriate level of seniority.
Oversee the relationship with our IT Consultant to ensure that BCM’s computer system across all departments are fit for purpose.
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