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	[bookmark: _GoBack]TITLE:  Head of CEO Office

	TEAM/PROGRAMME: 
CEO Office 
	LOCATION: Centre - London, UK or any existing Save the Children International Regional or Country office worldwide within max. 5 hours’ time difference from GMT. Up to 10% international travel.

	GRADE: B – Senior Level
	CONTRACT LENGTH:
1 Year

	CHILD SAFEGUARDING: 
Level 1: A basic criminal record background (DBS) check is required/equivalent police record check.

	ROLE PURPOSE: 

Who we are
Save the Children is the world’s first, and largest, independent children’s rights organisation. Our founder, Eglantyne Jebb, wrote the first draft for the UN Declaration of the Rights of the Child in 1923, and we’ve worked to uphold it ever since. Generations later, her pioneering work is being influenced by children themselves. Today, we are still going strong, working in over 100 countries worldwide to build a world where every child can thrive, grow up healthy, educated and safe, and look forward to a future full of promise.

Our ambition for 2030 is to create a world in which all children:
· Survive: No child dies from preventable causes before their fifth birthday
· Learn: All children learn from a quality basic education
· Are Protected: Violence against children is no longer tolerated.

To deliver on these 2030 breakthroughs for children, Save the Children operates in three-year strategy cycles, and has developed an ambitious strategy for 2022-24, focused on transforming and amplifying impact for and with children. 

We are looking for a motivated, adaptable and detail-oriented Chief of Staff to support the CEO in leading the organisation in the execution of our ambitious strategy at a critical point in time for children.  

The successful candidate will play a key role in ensuring streamlined ways of working across the organisation, effective leadership and stakeholder engagement based on the priorities of the Chief Executive. The postholder will oversee the operation of the CEO Office and assist in various aspects of organisational administration and development. 


	SCOPE OF ROLE

[bookmark: _Int_Fyjcxi3X]Reports to: CEO (Chief Executive Officer)

Staff reporting to this post: Senior Manager CEO Office, Executive Assistant, Leadership Communications Advisor.

Key Relationships: 
· Senior Leadership Team
· Extended Leadership Team
· Company Secretary
· Global Strategy, Planning and Performance Team
· External Relations Advisor to the CEO
· Member and Organisation Development team

Budget Responsibilities: ~USD900,000


	KEY AREAS OF ACCOUNTABILITY

Ensure efficient operation of the CEO Office:
· Oversee the day-to-day operation of the CEO Office.
· Maintain strategic oversight of key leadership meeting agendas and forward planning.
· Support the Executive Assistant in optimising the CEO’s schedule and prioritising and preparing for meetings and stakeholder engagements.
· Ensure that meeting purpose and agendas are clear and the CEO is briefed for planned engagements. Capture minutes and actions when required, ensure follow up actions are completed.
· Ensure that there is adequate holiday/absence cover for each of the roles in the CEO office.

Support the CEO in their leadership and management responsibilities:
· Maintain helicopter view to ensure that everything from governance/leadership meeting agendas to internal leadership communications and CEO external engagements is driving forward CEO goals (working with SLT).  
· Support CEO annual goal setting, track and maintain focus on completion throughout the year. 
· Support the CEO with key management processes for direct reports: annual goal setting and planning, performance management, and employee survey action planning.
· Maintain a close working relationship with the Company Secretary, supporting the preparation for Board, Board Committee and Member Board Chairs meetings when required.
· Ad hoc support/problem solving for issues or pain points as identified by CEO, working with SLT and ELT, bridging siloes where needed.
· Act as focal point for the People and Organisation team on the recruitment and onboarding of new SLT members and other CEO direct reports; develop job descriptions, propose interview questions and panels, create onboarding schedules, monitor the process from start to finish.
· Active involvement in improving key management processes across the organisation – budgeting, prioritisation, planning, goal setting and performance management.
· Support the CEO, Chief People Officer and Leadership Development coach in planning quarterly F2F meetings for the Senior Leadership Team.

CEO Office Team management 
· Build a high performing, diverse and inclusive CEO Office team.
· Support the development of individual team members.
· Focus on continuous improvement of CEO Office processes and quality of outputs and support provided to the CEO.
· Engage the extended team of colleagues from other functions: External relations Advisor to the CEO, and Company Secretary.
· Manage CEO Office Team budget and expenses.


	SKILLS AND BEHAVIOURS (SCI Values in Practice) 
Accountability:
· [bookmark: _Int_q0Wiy0zA]Holds self accountable for making decisions
· Role models Save the Children values
· Manages resources efficiently
· [bookmark: _Int_KqXUfYGF]Holds team accountable to deliver on their responsibilities, giving them the freedom to deliver in the best way they see fit, providing the necessary development opportunities to improve performance, and applying appropriate consequences when results are not achieved

Ambition:
· Thinks strategically and on a global scale, focused on amplifying impact
· Sets ambitious and challenging goals for themselves and the team, takes responsibility for their own personal development and encourages their team to do the same

Collaboration:
· Exceptional influencing and negotiating skills
· Builds and maintains effective relationships with their team, the SLT and other colleagues
· Values and champions cross functional collaboration across the movement
· Values diversity, sees it as a source of competitive strength

Creativity:
· Develops and encourages new and innovative solutions
· Uses problem solving skills to identify solutions and remove barriers to progress
· Willing to take disciplined risks.

Integrity:
· Builds credibility as a senior leader 
· Honest, encourages openness and transparency; builds trust and confidence
· Displays consistent excellent judgement


	QUALIFICATIONS  
A higher level qualification in management and organisation is desirable.


	EXPERIENCE AND SKILLS
· Strong management and organisational skills
· Strong critical thinking and analytical skills.  Experience of solving complex issues through analysis, definition of a clear way forward and ensuring buy in
· Experience of successfully operating in a complex, federated global organisation and an international environment with people from diverse backgrounds and cultures
· Effective communication and presentation skills
· Highly developed interpersonal, influencing and negotiating skills
· Proven track record of effectively interacting with senior leaders
· Ability to work collaboratively across teams
· Good understanding of internal management processes such as budgeting and performance management
· Fluent spoken and written English.  Additional languages, particularly Spanish, Arabic, French valued.


	Equal Opportunities 
The post holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Health and Safety
The post holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.

	Additional job responsibilities
The job duties and responsibilities as set out above are not exhaustive and the Post holder may be required to carry out additional duties within reasonableness of their level of skills and experience.
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