
 

 

 

 

 
 

Recruitment Pack 
Chief Executive Officer 

 
June 2021 

 

 

 

 

 

 

 

 

 

 

 



2 | P a g e  
 

Welcome from the Chair 
 

Dear Applicant,  

Thank you for your interest in the role of CEO. This is an exciting new role and 
a fantastic opportunity for the right candidate to join Carers’ Support (Bexley) 
and make a real difference to the organisation during a significant period of 
growth and change. 
 

We are a charity set up by and for Carers in and around Bexley. Our aim is to 
make a difference every day and have a positive impact on both the lives of 
our Carers and the communities in which we work. We are committed to 
working in partnership with others to ensure that Carers are supported locally. 
People are very much our business and our small but passionate team are 
undoubtedly our greatest resource. We like to work hard but have fun whilst 
we do it, so it’s a great place to work. 
 

We are in an exciting phase of our future. After our current CEO has decided to 
take a back seat and take on a more operational role, we are seeking a 
dynamic and proactive CEO to provide leadership to the team and volunteers. 
Our Carers are at the heart of everything we do and we want a CEO that can 
drive this culture.  
  

The sector is changing rapidly and we have restructured to reflect the world 
around us and the challenges ahead; this role is pivotal to this. We have a 
committed and enthusiastic staff team and we need a CEO that can support 
the team and Management Committee and lead this team to deliver truly 
excellent services. If you are skilled, passionate, proactive, dynamic and keen 
to make a real impact then this could be the role for you. 
 

If you have any questions about this pack please contact our consultant, Karen 
Cooper, on kcconsulting@btinternet.com or 07932 745540 
 

If you would like an informal conversation with Alison Baker, our current CEO, 
please call 07941 123743 
 
Nicola 

Nicola Fry 

mailto:kcconsulting@btinternet.com
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About Carers Support 

 
 
Our Aims and Objectives 
 
The objectives of the Charity are ('the Objects'): To relieve physical, mental and 
material distress amongst the carers of persons who are frail, elderly, disabled, 
or adults and children with special needs who live in the London Borough of 
Bexley and London Borough of Greenwich by providing flexible home-based 
respite care, support and information for such carers to assist the carers and 
their dependants. 
 
 
Our Vision  
 
At Carers Support (Bexley) our vision is simple; we want to make a real 
difference to the lives of carers in Bexley and Greenwich.  We are committed 
to tackling the isolation and loneliness that many carers feel by providing 
information, advice, support, respite and other services to those who dedicate 
their lives to caring for their loved ones. We pride ourselves in working with 
carers young and old, and their families, in a positive, responsive, professional 
and creative way to improve their lives.   
 

...Putting Carers First 
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Our Values 
 
People First – We recognise and value people as individuals with individual 
needs and feelings and we are committed to providing flexible and creative 
services in response.  Our focus is on putting people first and treating people 
how we would wish to be treated. We will be compassionate, warm, polite, 
empathetic, understanding and approachable at all times. 
 
Respect – We aim to treat everyone with dignity, understanding and respect at 
all times. We value diversity and embrace people’s differences in the way we 
work.  
 
Honesty and integrity – We believe that acting with integrity and honesty is 
integral to our reputation; this means we do what we say we will and deliver 
our promises. We are open, honest and transparent in the way we work. 
 
Professional – We have a skilled and experienced team of staff and volunteers 
who are committed to working in a professional way and delivering excellence 
within all our services.  We pride ourselves in having a “can do” attitude where 
we aim to say “yes” rather than “no” as much as we can. 
 
Valuing Our Staff – We aim to be a good employer, ensuring that all staff and 
volunteers receive adequate training and support and opportunities for 
personal development.  
 
Valuing Our Volunteers - We have a dedicated and enthusiastic team of local 
volunteers who support our work. We are led by a voluntary board who 
provide direction and leadership to Carers Support (Bexley). We also use 
volunteers from all over the world within our respite service and we believe 
that this adds real value, making this service truly unique.   
 
Independence – We value our independence as an organisation whilst 
recognising that partnership working is essential to our success.  We will work 
in partnership where this enables us to achieve our vision and deliver better 
services to carers. 
 
Free – We believe that our services should be free to carers wherever possible. 
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Our Services 
We are a registered charity whose purpose is to provide information, support 
and breaks for carers.  We aim always to be flexible and helpful, rather than 
expect carers to fit in with us. Naturally, there are certain procedures we need 
to follow (mainly to ensure the quality of our service) but we don’t have rules 
for the sake of them.   
 
We offer the following services to support carers: 

• A free breaks service – volunteers who come into the home and take 
over the caring so that carers can go out, go away overnight or for a 
holiday. (This service is available where the cared-for person lives in 
Bexley or Greenwich).  

• A Carer’s Information Pack, providing information about services for 
carers in the borough of Bexley.   

• A regular newsletter to keep carers up-to-date with new services, 
benefits information and other news. 

• A worker who can talk to carers on a one to one and help to identify 
sources of local help. 

• Free advice about welfare benefits and help with completing claim forms 
• Volunteers who can offer emotional support and a listening ear for 

carers and former carers who are isolated.  
• A free counselling service for carers.  
• Support to manage direct payments and individual budgets.  
• Support groups for carers and former carers. 
• Support workers who can help with things like housework and shopping 

or anything else you need (except personal care). This is a chargeable 
service. 

 
Additionally Carers' Support is a member of One Bexley, which is a 
partnership/ consortium of 8 Voluntary Sector organisations in Bexley (as yet 
not formally constituted). We have come together to explore how we can work 
together more effectively in order to improve the lives of our 
beneficiaries.  We are currently working in partnership with the London 
Borough of Bexley on the "Pathways" initiative, exploring how the voluntary 
sector can become Trusted Partners with the council in order to carry out Care 
Act and Carers Assessments for eligible Bexley residents. 
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Our Office 

We have recently moved to Crayford Manor House, Based in Crayford our 
current office is approximately a mile from Barnhurst and Crayford railway 
stations and Bexleyheath Boroadway.  The office is easy to reach by car and 
there is plenty of free parking. 
 
Crayford Manor House 
Mayplace Road East 
Crayford 
Kent  DA1 4HB 
 

 

Key Terms and Conditions 

• Basic Salary £50k  
• Location: Crayford Manor House, Mayplace Road East, Bexleyheath 
• Hours – Full time (flexible working available) with some occasional 

evening attendance as required 
• 25 days annual leave plus public holidays  increasing with length of 

service 
• NEST Defined Contribution Pension Scheme (Employer contribution 6%) 
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Our Team 2021 
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Job  Description  

SUMMARY OF POST 
To provide direction and leadership to staff and volunteers for the effective 
delivery of all services. To manage and develop Carers Support (Bexley) on 
behalf of the Management Committee in accordance with the Memorandum 
and Articles of Association of the Company. 
 
The Key Tasks are: 
 
1.  Promote awareness and understanding of Carers needs. 

• Ensure that carer involvement and participation and identifying the 
needs of carers in the London Borough of Bexley remains central to all 
planning and project development.  

• Keep abreast of local London wide and national strategic issues, 
policies and procedures relevant to carers of all ages and their 
families, and brief the Management Committee accordingly. 

• Spearhead the role of CSB in advising and influencing policies and 
practice in the London Borough of Bexley or such local authority areas 
as the Management Committee shall see fit for the benefit of carers 
and those for whom they care.   

• To be the “face” of CSB at a variety of events and to undertake public 
speaking engagements as required.  

 
2.   Develop and maintain appropriate services in partnership with other 

statutory and voluntary organisations.  
  

• Promote and contribute to high level strategic planning around carers’ 
issues and represent CSB on planning forums of relevance to carers in 
Bexley 

• Review carers’ needs to ensure appropriate development of existing 
services and identify new projects. 

• Develop and maintain partnership working to deliver carers’ services, 
including participating in some ongoing partnerships with other local 
and voluntary agencies. 

• Ensure the dissemination of information to carers about relevant 
services provided by the statutory, voluntary and private sector.  

 
3.  Management of Carers Support Bexley 
 

• Ensure the Management Committee is supported, informed and 
involved in the work, planning and development of CSB. 
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• The production and review of CSB’s Annual Business Plan, in 
conjunction with the Management Committee. 

• Review, monitor and implement fundraising strategies in consultation 
with the Management Committee. 

• Ensure all new projects are clearly defined with - objectives, 
deliverables, targets, budgets etc. and are agreed and documented 
accordingly. 

• Devise, review, monitor and implement appropriate Polices and 
Procedures to ensure the smooth running of CSB in consultation with 
the Management Committee. 

• Ensure that quality of service is continually reviewed, including 
maintaining existing quality standards and exploring further suitable 
quality standard potential. 

• Ensure that records of activities and monitoring are kept. 
• Prepare regular reports on the work of CSB and any development 

issues for the Management Committee and funders. 
• Produce an Annual Report of the work of CSB. 
• Ensure the Management Committee is aware of and kept up to date 

on its legal responsibilities as an employer e.g. employment practices, 
health and safety at work etc. 

• Work with the Management Committee to ensure that CSB complies 
with Charitable and Company law and other relevant legislation. 

 
4.   Staff Management   
 

• Assume overall responsibility for the management, supervision and 
support of CSB employees and volunteers, including direct line 
management of the management team. 

• Promote and model effective teamwork within the staff group. 
• Take a lead role in employment matters, including writing and 

reviewing job descriptions, advertising, short-listing and interviewing 
potential members of staff, appraisals etc. Review terms and conditions 
of service as agreed by the Management Committee. 

• Take day to day responsibility for any actions taken under the 
Disciplinary and Grievance Procedures in consultation with the 
Management Committee. 

 
5.   Finances 
  

• Ensure good financial accounting systems and controls are in place and 
adhered to. 
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• Oversee the production and review of the Annual Budget and 
management accounts for CSB.  

• Have responsibility for the day-to-day financial management of CSB, 
including the preparation of budgets for agreement by the Trustees, 
and ensuring that income is maintained and expenditure is controlled 
in line with budgets and that potential risks are identified and 
managed. 

• Seek out sources of funding and oversee the preparation of grant 
applications on behalf of and in consultation with, the Management 
Committee. 

• Negotiate with the funders from the statutory sector and with trusts, 
charitable foundations and the other sources. 

• Produce regular reports on the funding situation for the Management 
Committee. 

 
6.   Company Secretary Responsibilities 
 

• Take responsibility for maintaining the Register of Trustees. 
• Ensure all statutory forms and returns are completed accurately and on 

time. 
• Ensure proper notice is given for Annual General and other meetings of 

the Charitable Company. 
• To attend and report to Management Committee meetings. 

 
7.  Other 

• To work flexibly and positively as part of a small team  
• To put carers  first at all times, providing a high standard of customer 

service both internally and externally 
• To adhere to the spirit and requirements of Carers Support’s equal 

opportunities and other policies  
• To represent Carers Support at internal and external meetings as 

required portraying a professional image at all times 
• To exercise a duty of care with respect to the health and safety of all  
• To undertake any other reasonable duties that may be required from 

time to time  

Note: This job description is a broad summary of the role; it does not cover 
every issue or task which may arise within the post at various times.  The 
post-holder is expected to work flexibly and carry out other duties as 
required from time to time. 
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Person Specification: 
 
1 Education and Qualification 

 
Essential Desirable 

1.1 Relevant degree level education or equivalent 
experience  
 

  

1.2 Evidence of continuous, challenging and relevant 
professional development 

  

2 Knowledge and Experience 
 

  

2.1 Track record of effective working at senior level, 
preferably in the voluntary sector.  
 

  

2.2 A strong understanding of the challenges facing 
carers and a commitment to tackling these 
 

  

2.3 Track record of leading a proactive, responsive and 
holistic customer/support service  
 

  

2.4 Strong track record of collaborative strategic 
leadership and delivering successful organisational 
change that has led to improvements in service, 
performance and/or efficiencies 
 

  

2.5 Experience of financial & budget management  
 
 

  

2.6 Knowledge of legislation around Health and Safety, 
Employment, Data Protection, Safeguarding 
Children and the Protection of Vulnerable Adults 
 

  

2.7 Experience of developing and implementing new 
services, improvements and policies 
 
 

  

2.8 A track record of building, leading, motivating and 
inspiring multi-disciplinary teams (staff and 
volunteers) committed to the organisational vision 
and values 
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2.9 Sound knowledge of current and future challenges 
facing the voluntary sector and demonstratable 
experience of adapting services as a result 
 

  

2.10 Experience of fund-raising and applying for grants 
to fund new initiatives 
 
 

  

2.11 Demonstrable evidence of building and maintaining 
effective, productive relationships with key 
stakeholders to deliver objectives 
 

  

2.12 Evidence of a participative approach, actively 
engaging and involving staff, volunteers and service 
users to support service delivery and improvement 
 

  

3 Skills and Ability 
 

  

3.1 High level of written, presentation and 
interpersonal skills appropriate to a wide range of 
individuals and audiences 
 

  

3.2 Excellent communication and negotiating skills in 
order to build effective relationships with staff and 
key stakeholders 
 

  

3.3 Ability to balance social purpose with commerciality 
 

  

3.4  Ability to adapt quickly to change and demonstrate 
resilience 
 

  

3.5 Ability to analyse complex situations to make 
decisions and implement them 
 

  

3.6 Understanding of good governance and the ability 
to support the Management Committee effectively 
 

  

4 Behavioural  
 

  

4.1 Builds strong relationships 
• Works collaboratively and is supportive to 

colleagues 
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• Builds effective and positive external 
relationships  

• Is fair minded, inclusive and non-judgemental 
• Is positive with a can do approach 

 
4.2 Delivers excellent customer service 

• Is proactive, solution focussed and willing to go 
the extra mile 

• Treats people as individuals and tailors their 
approach wherever possible 

• Communicates in a way that is appropriate, 
timely, clear and accurate  

• Is able to say no in a positive way 
• Is reliable and keeps promises 
 

  

4.3 Acts with Integrity 
• Takes responsibility for own actions and 

mistakes 
• Is accountable for decisions and doesn’t pass the 

buck 
• Is open, honest and trustworthy 
 

  

4.4 Planning and Organisation 
• Plans and prioritises own work effectively 
• Meets deadlines and responds in a timely 

manner to requests/emails 
• Thinks things through to come up with effective 

solutions 
 

  

4.5 Being Ambitious 
• Ambitious for the future of Carers Support, 

seeking to deliver a greater range of services to 
more people within our communities 

• Prepared to take risks to drive improvements 
and growth 

• Creative and open to new ideas 
• Embraces change and responds positively to 

new opportunities 
 

  

4.6 Strategic Leadership 
• Acts as a role model and inspires confidence 
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• Leads teams to achieve Carers Supports vision 
and objectives 

• Acts in the interest of CSB and “sees the whole 
picture” 

• Leads in terms of compliance with regulation 
and internal policies/targets 

 
4.7 Decision making 

• Makes appropriate and timely decisions that are 
evidence based 

• Thinks things through to come up with effective 
solutions 

• Able to make difficult decisions even in times of 
change/challenge 

• Owns and communicates difficult decisions  
 

  

4.8 Developing the team 
• Develops, supports and manages people to drive 

up performance 
• Takes a robust approach to tackling poor 

performance 
• Develops people’s strengths and addresses 

weaknesses 
• Fosters cross team working and collaboration 
• Creates a positive working environment 
 

  

5 Commitment / Other 
 

  

5.1 
 
5.2  

Full and valid UK driving licence and access to own 
transport  
Willing to work occasional evenings 
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Advert 
 

Chief Executive 
Full Time (36 hours per week) 

Salary circa £50k  
 
At Carers Support (Bexley) we want to make a real difference to the lives of 
carers in Bexley and Greenwich.  We are committed to tackling the isolation 
and loneliness that many carers feel by providing information, advice, support, 
respite and other services to those who dedicate their lives to caring for their 
loved ones. We pride ourselves in working with carers young and old, and their 
families, in a positive, responsive, professional and creative way to improve 
their lives.   
 
We are looking for an experienced leader with a positive approach and strong 
people skills. We need a great communicator who will act as an ambassador 
for Carers Support, forging and sustaining strong relationships with our key 
stakeholders. The successful candidate will embody the vision, values and 
ambitions of Carers Support and will support and motivate the team of staff 
and volunteers accordingly. Our Carers are at the heart of everything we do 
and we want a CEO that can drive this culture.  

The successful candidate will: 
• Be a real people person, building strong relationships and partnerships 
• Passionate about improving the lives of carers, both within the 

organisation and more widely 
• Drive a strong customer service ethos across the organisation 
• Provide strong leadership to the team and volunteers 
• Ensure good governance, supporting the Management Committee  

 
If you would like to find out more about the role please contact Karen Cooper 
on 07932 745540 or kcconsulting@btinternet.com 

 
Deadline for applications: 5pm on Thursday 15th July. 

 
Visit www.carerssupport.org  to find out more about us. 

 

mailto:kcconsulting@btinternet.com
http://www.carerssupport.org/
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How to apply 

 
Please submit your CV and a supporting statement, ensuring that you provide 
information in respect of all of the following key areas:  
 
CV: 

1. Contact details  
2. Qualifications/Education 
3. Employment history 
4. Two referees – one of whom should be your current/most recent 

employer 
 
Supporting Statement: 

5. Experience / knowledge / skills – and how you meet the person 
specification 
6. Why you are interested in the role 
7. How you would make a difference to Carers Support 

 
CVs alone, or incomplete applications will not be accepted. 

 
We ask that applications are in minimum font size 12 and no more than 8 pages 
in total. 
 
All applications must be submitted by email to Karen Cooper at 
kcconsulting@btinternet.com 
 
Key Dates: 
Completed applications must be received by 5pm on Thursday 15th July 
 
1st interviews  29th July (provisional date) 
2nd interview 6th August (provisional date) 
 

mailto:kcconsulting@btinternet.com
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