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Accessibility 
 
If you require this Recruitment Pack in an alternative format, please get 
in touch: 
 
Email: info@centreforequalities.org.uk 
 
Telephone: 01592 645310 
 
Text: 07800 005834 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fife Centre for Equalities is a Company Limited by Guarantee registered 
in Scotland No.SC536028 and a registered Scottish Charity 
No.SC046683. 
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Introduction from the Chair of Fife Centre for 
Equalities 
 
 
Thank you for your interest in this opportunity to join Fife Centre for 
Equalities (FCE) as its Chief Executive.  
 
FCE aims to build a collective voice to champion equality, diversity and 
inclusion, making Fife a more equal and fairer place to live, work and 
study. The FCE staff team, supported by volunteers, work with 
individuals, communities, organisations and stakeholders across Fife 
and beyond to bring those aims to life. Responsibility for delivery of 
strategy and operations rests with FCE’s Chief Executive, a position 
which reports to the Chair of the Board of Trustees. 
 
The role of the Chief Executive is critical to the success of FCE and we 
are seeking an experienced, dynamic, highly motivated leader to 
continue to drive our equality, diversity and inclusion activities and 
ambitions.  
 
We’re looking for someone who has that mix of hands on experience 
and managerial experience in the delivery of equality and diversity 
training, support, advocacy and advice, ideally acquired in the third 
sector. We need a self-starter who has the energy, initiative and 
knowledge to effectively shape, deliver, monitor and report across a 
broad senior-level portfolio – setting activities and priorities based on the 
Service Level Agreement and funded initiatives or projects, leading and 
managing a small team, managing finances, building positive 
relationships and creating new opportunities for the growth of FCE. We 
need someone who will bring strong leadership skills, the ability to plan, 
direct and co-ordinate people, resources and activities, attention to detail 
and the ability to influence and persuade. 
 
It’s a challenging role but one that can help make a real difference to the 
people of Fife. 
 
I hope you find the information in this Recruitment Pack of interest.  
 
 
 
 
Lee Ryan 
Chair of the Board of Trustees 
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About Fife Centre for Equalities 
 
 
FCE was established in April 2014, as a joint initiative between Fife 
Council, Fife Voluntary Action and NHS Fife, to work with partners to 
develop more inclusive and responsive services for people in Fife, and 
to build a positive picture of Fife’s modern and diverse population. FCE 
became an independent body on 01 July 2016, as a company limited by 
guarantee and a registered charity in Scotland. 
 
FCE’s Vision 
Everyone we work with is inspired and enabled to take action that makes 
Fife a more equal and fairer place to live, work and study. 
 
FCE’s Mission 
We want to develop a harmonised approach to build a collective voice to 
champion equality, diversity, inclusion and social justice.  
 
FCE’s Values 
We will work with honesty, integrity, respect and transparency, and strive 
to demonstrate a fully inclusive approach in everything we do. We want 
everyone we work with to share these values in the belief that they will 
help make Fife a fairer and more equal place. 
 

Strategic Outcomes 
FCE’s strategic outcomes inform the ongoing direction of the 
organisation and form the basis of the annual workplan and targets. 

1. Individuals feel respected, safe and have the freedom to lead a 
fulfilling life where they live, work or study;  

2. Individuals and groups feel better connected and are able to 
contribute to public policy and the planning and delivery of local 
services;  

3. Groups, whether already established or just getting started, have 
the tools they need to engage with their local community in a 
positive and inclusive way;  

4. Third, public and private sector organisations demonstrate best 
practice in equality, diversity and inclusion;  

5. FCE is recognised as a centre of excellence for championing 
equality, diversity and social justice. 
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FCE Organisational Structure 
 

Roles Autonomy and 
Supervisory 

Responsibilities 
Board of Trustees 

Responsible for governance of the organisation 
Governance 
Has oversight of 
FCE’s resources 

Chief Executive (35hrs) 
Responsible for managing FCE staff, budget, strategic and operational 

planning, monitoring and reporting. 

Chief Officer 
Has full control of 
FCE’s resources. 

Corporate Officer (35hrs) 
Responsible for internal systems 

for data collection, 
communications and policy 
implementation, as well as 

providing corporate support to 
external partners. 

Operational Officer (35hrs) 
Responsible for developing 
collaborations among key 

stakeholders and communities 
with protected characteristics. 

Officer Level 
Responsible for a 
small, designated 
budget. 
Has supervisory 
responsibilities for 
assistants, 
sessional workers, 
supported 
employment / 
modern 
apprentices, 
volunteers and 
placements. 

Corporate Assistant 
(35hrs) 

Support the internal 
financial control and 

administrative 
systems. 

Operational 
Assistant (35hrs)  

Support the external 
communications and 
operational activities.  

Operational 
Assistants (ME60+) 

x 4 (14hrs) 
Support the external 
communications and 
operational activities 

of Minority Ethnic 
60+ Project. 

Assistant Level 
No budgetary 
responsibilities 
Has some 
supervisory 
responsibilities for 
volunteers and 
placements. 

Supported 
Employment / 

Modern 
Apprenticeship 

Support the on-going 
work of the 

organisation. 

Volunteers 
• Equality 

Networkers 
• Equality 

Factfinders 
• General 

Volunteers 

Work 
Placements/      
Students 

Conduct activities as 
agreed with training 

providers or 
education 

establishments. 

Volunteer / 
Entry Level 
Has no budgetary 
or supervisory 
responsibilities 
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Job Description  
 
Post Title: Chief Executive, Full Time - 35 hours per week 

Location: Fife Centre for Equalities, New Volunteer House, 16 East 
Fergus Place, Kirkcaldy, KY1 1XT   

Salary: £35,000 per annum plus 7% employer’s contribution to an 
auto enrolment pension scheme 

Reporting to:  Chair of the Board of Trustees, Fife Centre for Equalities 

 

Main Purpose of Post 
The postholder will have responsibility for developing, maintaining and 
managing the overall operations and resources of Fife Centre for 
Equalities (FCE), as well as acting as the main point of communication 
between the board of trustees and corporate operations and being the 
public face of the organisation.  

 

Main Duties of Post 
Legal and Regulatory Compliance 

• Ensures that FCE fulfils all its legal, statutory and regulatory 
responsibilities. 

• Ensures that trustees and staff receive all necessary advice, 
guidance and information on matters relating to legal and 
regulatory compliance. 

• Ensures that trustees and staff are given the appropriate policies, 
procedures and support for them to perform their duties. 

• Ensures that the practices of the organisation are fully compliant 
with relevant legislations and FCE’s core values. 

• Designs and implements appropriate methods for monitoring the 
legal compliance and performance of FCE and to report back to 
the trustees on FCE’s performance against its strategy, its 
business, operational and annual plans, and against the annual 
budget as approved by the board. 
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Corporate and Operational Strategy Planning 

• Develops, implements and reviews strategic and operational plans 
in accordance with FCE’s charitable objectives, vision, mission and 
values. 

• Establishes and maintains appropriate resources for the efficient 
and effective delivery of FCE’s strategic and operational plans. 

• Designs and maintains an effective system for monitoring FCE’s 
financial and human resources activities. 

• Ensures that FCE has the appropriate personnel to conduct FCE’s 
strategic and operational plans and they perform to the best 
professional standards. 
 
 

Leadership and Public Relations 

• Leads, inspires and motivates internal and external partners in 
achieving the objectives, vision, and mission of the organisation. 

• Develops and protects FCE’s public profile and foster good 
relationships with government, statutory, voluntary and private 
bodies, and other external stakeholders. 

• Acts as a spokesperson for FCE and interact with people at all 
levels and from a wide variety of backgrounds, as well as handling 
press enquiries and responding to complaints.   

• Establishes and maintains FCE as a centre of excellence for 
equality and inclusion; ensures all internal and external 
communication channels are inclusive and accessible. 

 

Data Management 

• Acts as the Data Controller and safeguards that systems are 
maintained by staff to record and update enquiries, casework, 
attendance of events and mailing lists; ensures GDPR are 
appropriately complied. 

• Ensures staff produces high quality evaluation reports with 
appropriate statistical information highlighting organisational 
achievements. 

 

Risk Management and Organisational Growth 

• Develops and maintains systems to assess, report and review 
risks to the organisation as well as mitigating the necessary risks. 
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• Analyses problematic situations and occurrences and provide 
solutions to ensure organisational survival and growth 

• Develops and maintains a deep knowledge of the current and 
relevant future local and national government strategies and plans; 
ensuring FCE remains responsive and pertinent. 

 

This job description does not represent an exhaustive list of 
responsibilities and tasks but indicates the main responsibilities required 
from employees in the role.  The organisation reserves the right to 
require employees to perform other duties from time to time.  The 
organisation also reserves the right to vary or amend the duties and 
responsibilities of the postholder at any time according to the needs of 
the organisation’s business.  There is a requirement to work evenings 
and weekends as necessary to ensure appropriate fulfilment of duties. 
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Person Specification 
 

Qualifications and Training 
Essential • Completed training in equality, diversity, inclusion 

and human rights 
• Training in personnel or organisational management 

Desirable • Qualification in Social Studies, Business Studies, 
Accounting, or Human Resources 

 

Work Related Experience 
Essential • Experience of working in a senior equality role 

• Experience of providing high level business 
management, HR, finance, and governance support 
to a board  

• Experience of developing corporate or operational 
plans 

• Experience of budgetary control 
• Experience of developing, leading and managing 

staff  
• Experience of developing organisational systems 

and policies 
• Experience of networking and representing the 

organisation 
• Experience of preparing organisational reports  
• Experience of conducting risk assessments 

Desirable • Experience of managing an equality organisation 
• Experience gained in the third sector 
• Responsibility for organisational legal compliance 
• Responsibility for providing critical and analytical 

information and detailed reports for strategic 
planning and governance decisions  

• Responsibility for developing and implementation of 
organisational systems and policies 

• Responsibility for public relations or marketing  
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Knowledge 
Essential • Excellent knowledge of Equality Act 2010 

• Excellent understanding of equality and diversity 
• Excellent knowledge of data protection legislation 
• Excellent knowledge of human rights 

Desirable • Excellent knowledge in local / national government 
structures and policies 

• Good knowledge in organisational management 
systems  

• Excellent knowledge of risks and impact assessment 
 

Work Related Skills 
Essential • Excellent interpersonal skills 

• Excellent written and oral communication skills 
• Analytical skills 
• Ability to manage multiple priorities and meet 

deadlines  
• Efficient, self-motivated, and proactive, with good 

organisation skills 
Desirable • Emotionally intelligent, able to build and sustain 

positive relationships with key stakeholders 
• Good understanding of confidentiality and workplace 

boundaries 
 

Personal Attributes 
Essential • Willingness to learn; to lead and work as part of a 

team and to help others 
• Good people skills and the ability to deal with a wide 

range of people 
Desirable • Commitment to a rights-based approach to work 

• Commitment to achieving high standards within 
limited resources. 

• A personal commitment to equal opportunities and 
organisational excellence 

• Displays honesty, integrity and a strong sense of 
ethics in all actions and decisions 
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Recruitment and Selection Process 
 
 
The selection process will comprise: 

• Preparation and submission of an assessment activity. 
• Presentation of assessment activity and structured interview with 

selection panel. 
• References and pre-employment checks. 

 
 
The timetable of activities is as follows: 
 
Closing date for applications Sunday 10th October 2021 
Shortlisting outcomes notified to 
candidates 

Friday 15th October 2021 

Issue of assessment activity to 
shortlisted candidates 

Monday 18th October 2021 

Submission of assessment activity Friday 22nd October 2021 
Presentation and interview  w/c 25th October – date TBC 
Reference and pre-employment 
checks (conditional offer stage) 

w/c 1st November 

Formal offer of employment 
extended to successful candidate 

As soon as possible after 
satisfactory conclusion of pre-
employment checks  

 
The anticipated start date of this position is February 2022, to allow for a 
handover period with the outgoing Chief Executive. 
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