
 
JEWISH CHILD’S DAY  
 
EXECUTIVE DIRECTOR 
 
Jewish Child’s Day was founded in 1947 and helps over 12,000 children per year, awarding grants to 
charities in the UK, Israel and across the rest of the world. The grants are awarded to support children 
with disabilities; to support healthcare; furthering their education or supporting children in poverty. 
Over 160 different organisations are assisted each year, requiring extensive due diligence and oversight. 
 
To facilitate these grants, JCD has established an extensive network of donors over many years and 
donations are received through regular appeals, large and small fundraising events, legacies, earmarked 
donations and sponsorship programmes. 
 
Following the pending relocation of the incumbent Executive Director, applications are requested to fill 
the vacancy. 
 
Competitive compensation is offered dependent upon experience. The compensation also includes 
healthcare and pension provision and up to 25 days holiday entitlement per annum.  Compensation is 
subject to annual review and all team members are entitled to a discretionary performance related 
bonus. 
 
JCD operates from offices in Finchley Central with a team of seven full time and part time staff, 
supported by a Board of Trustees and a National Council who allocate the grants at meetings three 
times per year. JCD offices are open 0900-1730 Monday to Thursday and are closed Fridays, Jewish 
holidays and public holidays. One parking space is also available to the Executive Director.  
 
Key Skills required 

 Success working within the Jewish or UK charitable sector for at least 3 years 

 Experience in fundraising, personnel management, finance and risk management. 

 Experience in management reporting to Trustee boards  

 Understanding of governance process associated with charitable sector. 

 Demonstrable strategic planning skills 

 Ability to engage with existing and potential donors and sponsors 

 Event management expertise including effective liaison with suppliers. 

 Outstanding, flexible team player with ability to lead and influence team members. 

 Self-motivation and proactivity. 
 
Applicants should provide up to date CV by 6th May 2019 to charles@spungin.net . Please include 
current contact details and be available for interviews in May.  
 
References will be requested at later stages, and the successful applicant will be subjected to 
background checks including DBS. 
  

mailto:charles@spungin.net


JOB DESCRIPTION 
 
1. JOB TITLE  Executive Director 

REPORTS TO:  The Chairman of the Board of Trustees 

DIRECT REPORTS:  All full time and part time salaried team members    

    (currently x7) 

 
2. MAIN PURPOSE OF THE JOB: 

(i) To be responsible for the day to day management of staff and the smooth running of JCD 
including grant administration management, personnel, finance and income generation. 

 
(ii) To give leadership and direction to JCD in relation to the Organisation's vision philosophy, 

objectives and strategies as outlined in a new three-year strategy.  
 

(iii) Together with the Chair, ensure that the Board of Trustees and National Council fulfils its 
functions and ensure that the Board/Council receives appropriate advice and information on 
all relevant matters. 

 
(iv) At all times be the ambassador of JCD.  

 
 
3. PRINCIPAL ACCOUNTABILITIES/ MAIN DUTIES 

 
Serving the Board of Trustees/National Council in consultation with the Chair: 

 
a) to ensure that items requiring the consideration of the Board/Council are placed on the agenda 

of their meetings.  
 

b) to prepare a Executive Director’s report prior to the Board/Council meetings relating the 
progress of the organisation on all departments and matters relevant to the Board/Council. 

 
c) to ensure that allocation committee reports and Board minutes are available for circulation 

prior to the Board/Council meetings. 
 

d) to monitor in conjunction with the Chair, the composition of the Board/Council and 
subcommittees, and make recommendations on gaps to be filled for the better running of JCD. 

 
e) to ensure that Board/Council members are informed of JCD’s policies at any given time and be 

able to approve the policy objectives as required. 
 

f) to ensure that the Board/Council receives appropriate advice on relevant external 
factors/legislative changes that could affect the smooth running, finance and long term strategy 
of the organisation. 

 



g) to ensure that the annual calendar of meetings is organised and circulated to Board/Council 
members.  

 
Leading and managing the organisation: 

 
h) to ensure that JCD has a strategic plan which is prepared and reviewed in conjunction with 

relevant staff. 
 

i) to supervise the formulation of policies for consideration and approval by the Board of Trustees 
and strive to involve council members, staff and volunteers in maintaining these policies. 

 
j) to make certain that JCD's corporate philosophy and policies are consistent, pertinent and 

practised throughout the organisation reflecting the Jewish way of life, ensuring that all sectors 
of the community have equality of access to JCD. 

 
k) to lead, direct, manage and monitor the work of staff who report directly to the Executive 

Director ensuring that they manage their own responsibilities and projects effectively. 
 

l) to encourage relevant staff to report on progress of the organisation’s work and on matters of 
importance for presentation to the Board/Council. 

 
m) to give attention to the overall structure of the organisation. 

 
n) to ensure that JCD has the resources (human, material and financial) to make steady progress 

towards the achievement of objectives and the long term strategy of the organisation. 
 

o) to establish and maintain an effective system for the recruitment, management, training and 
development of staff and volunteers to achieve JCD's objectives and to implement its strategy. 

 
p) to manage risk across the organisation including the production and maintenance of a Risk 

Register to be reviewed annually. 
 
Legislation 

q) to be conversant with changing legislation with particular regard to, human resource 
management, fundraising management, data management, risk and financial management and 
ensure that relevant staff have a working knowledge of these issues. 

 
r) to ensure that the necessary resources are provided and proper standards maintained for the 

protection of people and the organisation's assets, giving particular attention to: 
 

 legal requirements 

 Health and Safety at work 

 insurance cover 

 maintenance and security of property 
 

s) to ensure that the organisation discharges its constitutional and legal obligations  



 
Finance, Budget Control and Fundraising  

t) to ensure that expenditure is controlled in line with the annual budget as approved by the Board 
of Trustees/National Council, and to be responsible to them  for the overall financial health of 
the organisation 

 
u) to be responsible for the income generation strategy and its implementation 

 
v) to be responsible for the oversight and implementation of the investment policy of the charity 

including monitoring of the external investment mangers 
 

w) to be responsible for the marketing of the organisation and to ensure that the organisation 
produces appropriate literature and appeals for its donors  

 
x) to be responsible for the preparation of the annual budget in conjunction with the Accounts 

Officer and Treasurer and to submit it to the Board of Trustees/National Council 
 
Ambassador/Social Skills 

 
y) to foster good relations with existing donors, build relationships with potential new donors and 

sponsors and work closely with grantees and  other relevant communal organisations as 
required  

 
z) to ensure that there is a clear policy on relations with the media and to act as the chief 

spokesperson/public face of JCD, ensuring that the organisation is presented in a professional 
and culturally appropriate manner to the public, corporate bodies and donors.  
 

aa) to foster good communication and relationships throughout JCD and maintain a climate that 
attracts, retains and motivates top quality staff. 

 
 
 


