
The Valley Trust

Executive Director 

Job Description
Date:

March 2024
Position:  
Executive Director

Supervisor:  
The Valley Trust Board of Trustees
Direct Reports: 
· Project Manager
· Accountant
· Any other business unit/department manager as appropriate.
Position Summary: Responsible for the delivery of The Valley Trust’s vision, mission and strategy, sound corporate governance and overall organisational performance in line with organisational goals and applicable regulations and legislation.
Responsibilities: 
Organizational Planning

· Ensures the organisation’s vision, mission and strategic priorities are effectively translated into comprehensive operation plans with a three to five year outlook that include:

· Programme Overviews

· Implementation Plans

· Organizational Structure with Staff and Board details

· Key Performance Indicators

· Beneficiaries 

· Evaluation Plan

· Key Milestones

· Budget

· Fundraising Plan

· Programme Calendar

· Marketing Plan

· Develops and clearly communicates operational plans to the staff and Board of Trustees.

· Performs programmatic oversight and makes decisions that reflect sound technical and policy judgment. 

· Puts effort to proactively coordinate and integrate the work of the organization with national, provincial or local priorities and to form strategic partnerships in this regard.

· Puts proactive effort to obtain and utilize input and feedback from key stakeholders (communities, donors, govt., etc.) in organizational plans. 
· Conducts regular (at least annual) review of organisational strategies and plans to ensure adherence to vision and a commitment to improving effectiveness of the organization.

· Continually evaluates organisational policies, processes, services and products and implements quality improvements. 

· Effectively communicates decision making policies and procedures to all staff with due regard for transparency and inclusivity.

· Ensures effective internal communication between the organisation’s senior leadership and the rest of staff.

· Ensures that monitoring, evaluation and evaluation systems are established and managed so that The Valley Trust is confident about the quality of its work and is able to report on that quality.

· Ensures documentation of best practices, lessons learned and success stories. 
Fundraising & Marketing
· Leads and ensures effective function of TVT’s Fundraising and Marketing team. 

· Develops fundraising and marketing plans and uses these plans as a guideline for implementing fundraising and marketing strategies.

· Achieves a diversified (minimum 3 major donors) funding portfolio that accounts for 100% of project funding.
· Puts out regular funding proposals as is feasible and agreed with the Board of Trustees.

· Maintains and grows an active database of funding prospects.

· Conducts regular cultivation visits designed to prospect for funding.
· Maintains soft and hard copy files of funding proposals, budgets and award letters.
· Organises marketing events or activities designed to grow support for the organisation’s work. 

· Explores and implements various means for generating unrestricted income for the organisation. 
Finances and Administration
In conjunction with the Finance and Administration Manager:

· Effectively manages the finances of the organisation.
· Ensures that annual organizational budgets are prepared, monitored and adhered to.
· Oversees the preparation of monthly financial reports on time and in acceptable format.

· Oversees the annual financial audit by a qualified audit firm.

· Ensures monthly variance meetings are held to monitor expenditure by business units.

· Keeps all financial reporting requirements up to date and in good standing with local authorities, including submitting of annual reports, employee and employer’s withholdings, taxes, NPO report etc.

· Ensures administrative processes are clearly documented, communicated to staff and adhered to.

· Monitors performance of the organisation’s reserve fund, ensuring it maintains an upward trend.

Human Resources Management

· Ensures that the performance of all staff is monitored and evaluated at least annually to ensure quality, as well as meeting of organizational and programmatic goals.

· Presents recommendations for promotions to the board based on quality and merit criteria. 

· Ensures human resources policies and procedures are developed, effectively communicated to staff and applied consistently.

· Ensures employees are provided adequate access to supervisory guidance and instruction; training needs are identified and actions taken to best meet those needs within available resources. 

· Assigns work to employees in ways that use their skills effectively and fosters personal development through providing opportunities for employees to take on greater challenges.
· There is positive support for the achievement of a diverse, balanced and healthy workforce that demonstrates TVT’s core values through organisational initiatives such as health assessments and education, encouraging healthy lifestyles etc.
Leadership
· Presents a clean, respectable and professional image to internal and external stakeholders as a representative of the organization.

· Sets the standard and acts as a role model to other staff for the expression of organizational values such as diligence, work ethic, integrity, commitment, honesty, dignity, respect, fairness, dependability, transparency and accountability.

· Presents sound recommendations for resolving difficult problems encountered in work situations or practices. 

· Ensures that internal stakeholders understand the mission and vision of the organisation, and their role in its achievement.
· Ensures that all organizational processes, business units and staff roles work together for the attainment of organizational objectives.

· Seeks to continually develop him/herself in their understanding of the community development sector, role of TVT and responsibilities of the Executive Director.

External Relations
· Effective communication with and profiling of the organization in the outside world through mixed media such as print, electronic, radio and social networks.
· Oversees the development of a quarterly newsletter to be distributed to all stakeholders.

· Aims to place stories in local and national media outlets and keep the website updated on a regular basis.

· Builds strong and productive relationships with key stakeholders, including community leaders (traditional and political), that further the mission of TVT.
· Builds strong institutional relationships between TVT and other local organisations, institutions of higher learning, government departments and other strategic partners.

· Strives to obtain and utilize input and feedback from key stakeholders.
Team Player
· Establishes and maintains respectful and co-operative working relationships with colleagues.
· Demonstrates respect for individuals in all forms of communication.

· Personally contributes to achieving team goals and priorities.

· Resolves interpersonal conflicts constructively.

· Shares knowledge, skills and experiences with other team members.

· Demonstrates active enthusiasm for the work.

Governance
· Maintains a productive relationship with the Board of Trustees ensuring at least four Trustees meetings per year.

· Ensures all necessary documentation is sent to the board in good time (at least 7 days) prior to a board meeting.

· Ensures effective communication with the board through meetings, emails or other means outside of the board meetings. 
· Works with existing board members to recruit and orient new board members with relevant competencies in line with the TVT Trust Deed.
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DATE

CHAIRPERSON, THE VALLEY TRUST BOARD OF TRUSTEES

FOR THE VALLEY TRUST

I confirm that I have read, understand and accept the above job description.

_____________________




__________________

EMPLOYEE







DATE
	Responsibility 
	Time allocation (%)

	Fundraising & income generation
	40

	Finance & administration
	20

	Organisational planning & leadership
	15

	HR management
	10

	External relationships & partnerships
	10

	Governance
	5

	Total
	100


