Centre for Corporate Accountability


Job Description

JOB TITLE:

Deputy Director (Two and a half days/week)PRIVATE 

RESPONSIBLE TO:

Director

JOB PURPOSE:

To work with the director in managing the work of the Centre.

Salary:  
£28,000, pa (plus 8% pension into a personal pension scheme) Pro rata

Hours:  

21 hours (Two and half days)

Closing date:

5 pm, Friday 1 August 2003 

Background to the Centre for Corporate Accountability

The Centre for Corporate Accountability is a national organisation concerned with improving worker and public safety through ensuring the proper enforcement of health and safety and other criminal laws. The Centre runs a Work-Related Death Advice Service that provides advice to families bereaved from Work-Related deaths, on how to ensure that the death is subject to adequate investigations and appropriate prosecution decisions. It also undertakes extensive research on safety, law enforcement and corporate accountability issues. 
To read more about the Centre, see its website:
 www.corporateaccountability.org
The Centre is a small organisation which has been in existence since 1999. The new employee will be one of a team of five people (three of which are full-time).  

The Centre is located in City Road, London EC1, close to Old Street tube station. The offices are no smoking, and we regret that there is currently no proper disabled access.  The Charitable activities of the Centre are funded by the Joseph Rowntree Charitable Trust. 

Context of the Post

The new post has been established since the CCA Director will be spending less of his time in London and there is a need for a deputy director to take over some of his activities in his absence. 
SUMMARY OF MAIN DUTIES OF DEPUTY DIRECTOR
1. 
To ensure the smooth running of the office with particular responsibility for managing the work of the Centre’s Office Manager;

2. 
To work with the CCA’s Director in exploring opportunities for fundraising and drafting funding proposals; 

3. 
To work with the CCA’s Director in developing CCA’s activities;

4.         To work with the CCA’s Director in maintaining and developing the CCA’s website;

5.   
  To supervise the organisation of conferences and seminars;

6.    
To supervise the writing and production of the CCA’s quarterly newsletter ;

7.   
To act as a contact point for media in the absence of the CCA Director;

8.   
To work with the CCA’s Director and Case worker in developing the CCA’s policy;

9.  
To provide managerial support to the case-worker.

10.   
To supervise the work of the CCA’s ‘Work-related death monitoring project’

11.  
To assist in the writing of reports such as the CCA annual report

The Director, Deputy Director and staff are all  accountable to CCA’s Board


Person Specification
To help you assess whether you might be suitable for this post, and to assist the selection panel, we have prepared the following specifications.  You should also refer to the job description and accompanying documentation.

Essential criteria for this post:

Your application will be assessed by consideration of whether you meet these essential criteria.

Significant experience in the following areas:

• managing in a voluntary organisation;

•  working directly with journalists;

•  discussing policy issues with MPs, ministers and Civil Servants;

•  Writing fundraising proposals;

•  Policy development; 

•  working around issues of corporate accountability and/or work-related health and safety;

Desirable Criteria for the Post

• Good understanding of the criminal law;

• experience of working with vulnerable groups, including the bereaved

Essential abilities / qualities for anyone to work here:

• 
Commitment to the Centre’s objects and work.

• 
Experience in word processing, as the post will be self-servicing on Apple 

computers

• 
Good time management/organisation.

• 
Evidence of self-motivation and initiative.

• 
Ability to work under pressure and stay calm.

• 
Ability to meet tight deadlines.

• 
Commitment to the Centre’s equal opportunities policy.

• 
Interpersonal skills to work in a small office. 

