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JOB DESCRIPTION & PERSON SPECIFICATION

STRATEGY AND DEVELOPMENT MANAGER 

1.0 WTE – 3 Years Fixed Term Contract
Job Title: 



Strategy and Development Manager 

Reporting to:
IGS President and Executive Committee



Role and Function of the Strategy and Development Manager 

In co-operation with and under the overall direction of the Executive Committee:
· Manage the implementation of the IGS Strategic Plan ensuring that all objectives and the requirements of the Society are met.

· Provide quality operational management of the IGS, its membership and resources ensuring that the IGS Executive and identified stakeholders receive information in a timely, thorough and appropriate manner
· The development of regional gerontology forums to promote discourse, interdisciplinary working and enhancement of service development, engagement with older people and research possibilities within regions

· The development of national research networks to support national research projects, facilitating the concept of practitioner research networks to capitalize on expertise available in Ireland not currently captured by the current research practices: these in turn could eventually form the basis of European cooperative projects

· The development of membership packages to reflect the needs for continuous professional development, networking and support

· The development of the administrative support and systems, including the present and future funding resources. 
Key Responsibilities: 

Strategic planning, implementation and evaluation

· In conjunction with the Executive Committee and Strategic Development Forum, implement strategic goals and confirm priorities within the IGS strategic plan.

· Manage the implementation of projects required to achieve agreed goals, including identifying risks and/or issues and escalating as appropriate

· Evaluate and report on the progress and outcomes of the Strategic Plan and other initiatives undertaken by IGS as required/agreed reflecting issues, opportunities and priorities

· Develop and maintain strategic alliances and partnerships with key stakeholder organisations including identification of additional stakeholders/partners 

· Keep abreast of Gerontological issues at a national and international level.

Operational Management
· Manage IGS day to day operations consulting with and reporting to the Executive Committee as agreed

· Facilitate collaborative decision making in the IGS in accordance with agreed IGS processes

· Ensure smooth running of IGS general office and administrative services 

· Develop annual budget in conjunction with the Executive Committee

· Oversee day-to-day financial management of annual budget ensuring that expenditure is controlled and potential risks are identified and managed

· Lead and manage employees conducting annual appraisals against agreed personal objectives

· Ensure that employees, volunteers and others working in the organisation are focussed on achieving the strategic priorities

· Ensure that systems and procedures are in place to deliver operational services in a professional and cost effective manner

Communications and Networking

· Seek opportunities to expand and promote awareness of the IGS and its key projects

· Co-ordinate communication activities on behalf of the IGS including acting as spokesperson when authorised
· In conjunction with the IGS President, represent the Society at external events/on external committees ensuring to build and maintain a network and strong relationships with principal supporters and stakeholders 
· Ensure communications with funding bodies are clear and effective and meet the organisations reporting requirements
· Develop and maintain key relationships with international fora e.g. IAGG
· Establish and maintain open and effective communication with all members of the IGS
General

· Provide regular reports to the President and Executive Committee on all key aspects of work activity including project performance, progress against plans/targets, financial reports, new policy/policy change proposals

· Provide relevant supports to the Executive Committee to enable it to undertake its overall governance function
· Manage and co-ordinate fundraising initiatives on behalf of the Executive Committee as required, including preparation of funding applications, presentations and meeting with potential funders 
· Co-ordinate and manage internal groups such as fora, special interests groups, committees and workgroups providing advice and guidance to the groups with updates/reports to the Executive Committee as required
To perform such other duties appropriate to the post as may be assigned from time to time by the Executive Committee of the IGS
CONDITIONS OF APPOINTMENT:

SALARY SCALE
€78,000 
The appointed person is required to pay to the IGS any fees or other monies (other than inclusive salary) payable to or received by the post holder by virtue of the appointment or in respect of services, which the post holder is required by or under any enactment to perform.

HOLIDAYS:
28 days per annum  
CONTRACTUAL HOURS: 
35 hours per week.  Given the seniority of the post details of starting and finishing times may vary in accordance with IGS needs. There will be times when you will be required to work outside of the normal office hours.

Superannuation: 
The IGS will make a 7% contribution towards a pension scheme

Probation:
The person shall be on probation for a period of six months or such longer period as may be determined by the Executive Committee and shall cease to hold office at the end of the period of probation unless during such period the Executive Committee of the IGS certifies that the service in the office has been unsatisfactory.

Resignation: 
The post holder must give not less than three months notice, intention to resign from the post.

Location:
The IGS office will be based in Dublin. The post holder will be expected to travel around the island of Ireland and occasionally outside of the country.
Expenses:
All expenses incurred related to travel and other work related expenses will be reimbursed on a vouched basis as determined by the policies of the IGS.

Other terms and conditions will be in line with the policies of the IGS 

Key relationships (External and Internal)
Internal:    

· President of IGS 
· IGS Executive Committee
· Other IGS Fora, Special interest groups, Committees, Focus Groups and working group structures
· IGS Administrator

External:    

· Health Services Executive and Department of Health
· An Bord Altranais (Nursing) and Health and Social Care Professions Council 
· NI British Geriatric Society
· British Geriatric Society

· British Society of Gerontology

· International Association of Geriatrics and Gerontology Worldwide and EU region

PERSON SPECIFICATION

	Factors
	Essential
	Desirable



	Qualifications
	· Relevant post graduate qualification in a Management, Business or Project management related discipline

	. 

	Experience
	·  A minimum of 3 years experience in a senior management role
A strong record of achievement and expertise at strategic level in Management Practice.

· A strong background in project management and financial management


	· A good understanding of Health and Social care system


	Core competencies
	· Excellent leadership.

· Team building & influencing skills.

· Strong negotiation & conflict resolution skills.

· Ability to evaluate information & judge situations. 

· Strong problem solving skills


	· Demonstrate a strong record in the delivery of service excellence in a similar environment



	
	· Excellent standard of verbal and written communication skills.

· Proven management organisational and administration skills.

· Proven record of commitment to best practice.

· Strong IT skills; including excel; word; PowerPoint & related systems. 

· Ability to be flexible and to adapt and work effectively with a variety of situations or individuals


	


STRATEGY AND DEVELOPMENT MANAGER JOB DESCRIPTION November 2011 

