
Job description: KCT Chief Executive. 

Purpose of the role: To lead the Trust, managing and motivating staff, working constructively with 

trustees, ensuring that all governance requirements are met, engaging in a positive and productive 

way across the local community in order to build upon the charity’s excellent foundation. 

Responsible to: The trustees, reporting directly to the Chair. 

Location: Kew Community Centre, St. Luke’s in the Avenue, Kew, TW9 2AJ. 

Time commitment: c100-120 days per year. How these could be distributed will be discussed with 

candidates in order to agree a mutually satisfactory working pattern.  The weekly commitment is 

likely to need to be more during the initial period. We would expect any candidate to be able to stay 

with the Trust for at least two years. 

(Salary would be calculated pro-rata assuming £50K for a full-time position)  

 Responsibilities: 

Leadership: 

As the most senior employee, to manage, motivate, develop and appraise the members of the 

management team. 

To work closely with the management team and be aware of significant problems and other 

challenges. In conjunction with the trustees, to agree annual strategies, set targets, regularly review 

objectives and, at all times, be aware of issues which could affect the Trust. 

Supported by the Personnel subcommittee, to work with trustees on all personnel issues, including 

recruitment, training and development, remuneration, any changes in staff terms and conditions 

etc. 

To become the public face of the Trust, raising our profile across the local community, visibly 

committed to our charitable objectives. 

Financial Management: 

Working closely with the Treasurer, and other relevant trustees supported by the Finance Manager, 

to be constantly aware of the financial position of the Trust, producing regular reports for trustees. 

To agree annual budgets with managers, and to monitor expenditure on a regular basis. 

To encourage and develop ideas that could enhance the financial stability of the Trust. 

To identify and manage potential risks. 

Governance: 

To ensure that the Trust meets all governance requirements, including Health and Safety, 

Safeguarding, the Risk Register, Charity Commission regulations etc. 

To ensure that appropriate administrative systems are in place for the Trust, the Avenue Club and 

the Avenue Halls. 

To ensure that the Trust complies with the terms of our buildings lease and other service contracts. 

To capitalise on the Trust’s membership of NCVO. 



Strategy and Vision: 

(Trustees are ultimately responsible for agreeing strategies with the Chief Executive, who will then 

be responsible for their implementation, often supported by members of sub committees)  

To contribute and develop ideas which result in the enhancement of the Trust’s local recognition 

and increase its impact on the wellbeing of the local community. 

To encourage creative ideas about how Trust facilities could be used more widely. 

Working with the Trust’s team, to further develop and implement a lettings strategy.  

Working with the Avenue Club manager, to agree an annual strategy for the club. 

Supported by the Fundraising subcommittee, to develop and implement a range of income 

generating activities and initiatives. 

Work with the Communications subcommittee to develop and implement a coherent strategy for 

our written, spoken, and visual communications, including social media. 

To organise an annual ‘strategy day’ for trustees and staff. 

Relationship building: 

To nurture and develop a diversity of positive and productive relationships to include: 

The Trust’s staff, supporters and members, charitable donors, the Parish, Richmond and 

Twickenham Council and other statutory bodies, other local charities and community groups, local 

councillors, GP surgeries, Care homes, Schools, Estate Agents, Solicitors, local media and residents in 

The Avenue. 

Developing the charity: 

To develop and initiate ideas with the aim of getting better known – and valued - by a broad range of 

people across the local community (Meet in Kew is an example). 

To explore and test out a range of offerings outside the current Avenue Club hours. 

To encourage sponsorship of special events and community initiatives and – where relevant - work 

with volunteer management teams to deliver good quality and enjoyable activities. 

To encourage volunteers from across the community, to help to develop the Trust’s activities. 

Establish and maintain positive and productive relationships with Trustees: 

To work closely with the Chair to capitalise on the skills and special interests provided by KCT 

trustees. 

To meet regularly with subcommittee Chairs and the Treasurer. 

To actively contribute to Trustee meetings. 

 

Shiona Williams (Chair), Jeffrey Harris, Diana Ormond. 

Personnel Sub Committee. February 22nd 2021 


