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A message from our Chair 

 

 
Dear Applicant 

Families in Grief provides vital support to children, young people and families at a really 

difficult time in their lives. Our bereavement support is provided by our incredibly dedicated 

team of staff and volunteers. This year we have also grown our service to provide training 

and support to teachers in schools through our Bereavement Champions project, which has 

been wonderfully received and was much needed. We are incredibly proud of the work 

Families in Grief does and we know the real difference this small but dedicated team makes 

to so many in a time of difficulty. 

 

Over the last few years, the charity has grown to meet the needs of our North Devon and 

Torridge community. Our current Director Emma with the board of trustees has enabled the 

charity to flourish over the last three years into a dynamic and established charity. We are 

confident in the charity’s future. As Emma moves on to pastures new, we are excited about 

working with a new CEO to build on these foundations and lead the organisation into the 

next era. 

 

If you would like to discuss this role further on an informal 

basis, please contact me, Tracey Elliott, on the details 

below inthe first instance. 

 

We look forward to receiving your application. 

With best wishes 

 

Tracey Elliott 

Email: tracey@pickwellmanor.co.uk 

mailto:tracey@pickwellmanor.co.uk
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About Families in Grief 

Our vision 

To help all bereaved families living in North Devon and the Torridge area feel better and less 

alone in their grief.  

Our aims 

• To provide a credible and high-quality bereavement support service to all grieving 

families in need of our help.   
• To better educate and support professionals who come into contact with bereaved 

children and young people. 

• To improve family relationships after a member of the family dies, to reduce 

bereaved families’ feelings of social isolation, and to improve a child or young 

person’s engagement with school. 

• To ensure all families and professionals working with families in North Devon and 

the Torridge area are aware of FiG’s services.  

Our objectives 

• To support children, young people and their families, living in North Devon and 

Torridge who have experienced the death of someone close to them through 

phone/video calls, home or school visits, digital resources and through our groups. 

• To ensure that we have the correct governance, resources and funding to fulfil the 

support we offer families and professionals. 

• To support and coach professionals who are in contact with bereaved children and 

young people through phone support, training, resources. 

• To recruit, train and manage volunteers to support bereaved children, young people 

and their families. 

• To regularly raise awareness of our service through various platforms such as social 

media, website, presentations and community meetings. 

Our values 

• Compassionate, Inclusive, Empathic, Creative, Collaborative 

Please see our strategic plan for the next three years here: 

https://familiesingrief.org/wp-content/uploads/2022/05/FiG-Strategic-Plan-2023-2026.pdf 

https://familiesingrief.org/wp-content/uploads/2022/05/FiG-Strategic-Plan-2023-2026.pdf
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Job specification 

 
Chief Executive  

 

 

Position: Permanent Post – rolling contract 

Hours: 30 hours per week 

Location: Combination of working from home and working from the FiG Office 

Salary: £44,539 pro-rata (Actual £35,631) 

 

 

Job Purpose 

• To be responsible to the Board of Trustees for the safe and effective running of the 

charity, enabling it to deliver the aims and objectives of Families in Grief (‘FiG’) as set out 

in the strategic plan. 

• To regularly review the aims and objectives of the charity and to advise the Trustees of 

any changes needed to ensure that FiG continues to provide an appropriate and relevant 

service to bereaved families. 

• To recommend to the Trustees policies and structures (for employees and volunteers) 

that will enable the charity objectives to be met. 

• To ensure that all appropriate legal and safe practice policies are in place throughout the 

charity’s operation. 

• To ensure sufficient funds are raised to enable the charity to function and deliver a high 

standard of service. 

• To ensure safe recruitment and training of high-quality employees and volunteers, as 

well as appropriate ongoing support, to enable the delivery of FiG’s services. 

 

 

Main responsibilities and duties 

• Leading and managing the charity. 

• Working with the Board of Trustees to ensure that a long-term strategy is in place which 

enables FiG to achieve its objectives in meeting the needs of bereaved children, young 

people and families in Northern Devon. 

• To regularly review this strategy and report to the trustees on its effectiveness. To 

suggest changes as appropriate. 
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• To ensure that appropriate employees are recruited, managed, and supported to 

achieve the objectives of FiG and that all legal, safeguarding and good employment 

practices are adhered to. 

• To ensure that sufficient and appropriately qualified volunteers are recruited to support 

the delivery of the service, in line with the strategic plan. 

• To ensure that volunteer recruitment meets best practice for safeguarding and that 

appropriate training and support mechanisms are put in place to support volunteers in 

their work. 

• To develop all operational policies to ensure safe delivery of services to children and 

families and enhance the reputation of the charity. 

• To ensure that appropriate resources are available to enable all employees and 

volunteers to work safely and effectively. 

• To be responsible for the day-to-day financial management of FiG including preparation 

of budgets, ensuring income is maintained and expenditure is controlled in line with 

budgets and that potential risks are identified and managed. 

• To lead, manage and support employees to maximise their contribution and ensure 

good practice. 

• Ensure all that environmental, health and safety and legal requirements are in place and 

adhered to. 

• Ensure all requirements for safeguarding are met, including ensuring policies being in 

place and adhered to. 

 

 

Promotion of FiG 

• To promote FiG in the community and ensure it has a high profile across North Devon - 

appealing to both families, professionals and potential funders and volunteers. 

• To identify and represent FiG at appropriate events that will increase its profile amongst 

both potential families, referrers and fundraisers. 

• To network to increase the profile of the charity. 

• To ensure FiG is always represented in an appropriate and professional manner by 

employees and volunteers. 

• To make links with the local press and appropriate social media and community leaders 

to promote FiG. 

 

 

Financial management, fundraising and income generation 

• To manage the charity’s finances effectively, and within budget, liaising closely with the 

Treasurer and Board of Trustees where required. 

• Develop income generation strategies to maintain and enhance the level of funding 

from existing funding sources and by developing new funding streams. 
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• Develop and build relationship with partners, supporters, funders, and potential funders 

to maximise opportunities for income generation. 

• Recruit and provide support and direction to employees and volunteers involved in 

income generation and ensure team efforts are coordinated. 

• Produce a budget for approval by the Trustees, aligned to the charity’s strategy and 

objectives. 

 

 

Working with Trustees 

• Ensure appropriate presentation and reporting on FiG, its development and risks, with 

particular attention to risks on safeguarding, financial sustainability, staffing and 

volunteer capacity. 

• Work with the Chair to develop policy proposals for board discussion and decision. 

• To ensure the Board has all the information required to enable it to meet its 

responsibilities. 

• Together with the Chair, monitor the composition and functioning of the Board of 

Trustees. 

• Ensure an annual calendar of the meetings of the Board and its sub-groups are in place. 

 

Personal Development 

• To undertake appropriate training and personal development where appropriate. 

• To participate in performance reviews with the Chair of Trustees and to make aware of 

any issues of importance or concern. 

 

 

Governance 

• To comply with FiG’s policies and procedures. 

 

Other 

• Perform other duties not specified in the job description, but which may be reasonably 

expected of a CEO and as directed by the Board of Trustees. 

• This post is subject to an Enhanced criminal record disclosure check. 

• Be prepared to work some evenings and weekends. 
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Person Specification 

Skills 

Essential Criteria Desirable Criteria 

A genuine passion for the mission of the charity - 

supporting bereaved children, young people and 

their families 

Knowledge of all aspects of Families 

in Grief 

A proven track record of successful business 

management and leadership 

Management experience in a not-for- 

profit organisation 

Ability to think strategically and innovatively  

Exceptional people management skills  

Exceptional organisational and project management 

skills including the ability to prioritise, delegate, 

oversee workflows and deliver projects to agreed 

timescales 

 

Strong oral and written presentation and reporting 

skills 

 

Empathic and effective listener who can 

communicate effectively with a wide range of 

audiences including the children, young people and 

adults who utilise our service 

 

A strong understanding of the principles of fund 

raising and grant sourcing 

A proven track record in developing 

and delivering fund raising strategies 

Ability to network confidently with a variety of 

stakeholders and within a fundraising environment 

 

Knowledge and understanding of psychological 

wellbeing and safeguarding processes when working 

with children & young people. 

Experience of working directly with 

children and young people 

Excellent IT skills, Microsoft office  

Effective problem solving and mediation skills  

Good negotiation and diplomacy skills  
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Experience 

 

Essential Criteria Desirable Criteria 

Previous leadership or business management 

experience in an organisation 

Previous experience of leading a not- 

for-profit organisation and/or an 

organisation that includes a volunteer 

workforce 

 Previous experience of working with a 

voluntary board of trustees 

Experience as a volunteer or leader of volunteers  

 

 

Qualifications 

Essential Criteria Desirable Criteria 

Degree level education Leadership or management 

qualification 

 

 

Circumstances 

Able to attend and represent Families in Grief at a variety of events and meetings as 

required. 

Have a valid driver’s licence and have access to a vehicle. 

 

 
Other 

 

This post is subject to an Enhanced criminal record disclosure check. 

 

The trustees reserve the right to alter the content of this job description to reflect changes 

to the job or services provided, without altering the general character of the post or level of 

responsibility. The trustees will consult with the postholder before any changes are made 

and will seek advice from the Charity’s Human Resources provider where appropriate. 

Responsible adjustments will be considered as required by the equality act 2010. 

 

The duties described in this job must be carried out in a manner that promotes equality of 

opportunity, dignity and due respect for all employees and volunteers, as well as the 

families and professionals we support and meet. 
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Supporting documentation 

We would appreciate it if you could read through the attached documentation before 

applying to Families in Grief for the role of Chief Executive Officer. 

 

 
Independent Evaluation Report of Families in Grief 

Trustee Report and Accounts 2021-2022. 

 

 

 
 

Application Form 

The application form can be found on the Families in Grief website at  

https://familiesingrief.org/wp-content/uploads/2023/01/CEO-Application-Form-

2022.docx 

 

https://familiesingrief.org/wp-content/uploads/2022/05/Families-in-Grief-Impact-Report-2022.pdf
https://familiesingrief.org/wp-content/uploads/2022/06/Trustee-Annual-Report-and-Accounts-FY-2021-2022.pdf
https://familiesingrief.org/wp-content/uploads/2023/01/CEO-Application-Form-2022.docx
https://familiesingrief.org/wp-content/uploads/2023/01/CEO-Application-Form-2022.docx

