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Job Description and Person Specification 
Role: Director 
Reports to: Chair of Board of Trustees
Line manages: all other BDEF staff 
Hours: full-time 35 hours per week 
Salary: £40,000
Workplace: hybrid.
Annual Leave: 28 days per year.
BDEF is a well-respected organisation of Disabled people. We have operated in Bristol and the surrounding area for over twenty years. We have a proven track of record of reflecting and representing the views of Disabled people to policy-makers and decision-takers, and enabling and empowering Disabled people to build their communities and represent themselves.
BDEF is emerging from a period of transition following the departure of our long-term director in 2023. We have a new Board of experienced and enthusiastic Trustees who are committed to guiding the organisation through its change to a Charitable Incorporated Organisation (CIO) and to secure funding for its long-term stability. This is an exciting opportunity for a Disabled person to be part of shaping and leading a well-established organisation in to a new and exciting future.
Job Purpose:
* To provide leadership and management to BDEF by shaping and developing the strategic direction of the organisation, developing the Strategy and Business Plan, setting clear objectives and targets with appropriate monitoring processes
* To support the Board of Trustees to help them carry out their governance functions in line with BDEF'S constitution, mission and vision.
* To manage the organisation at a day-to-day level.
* To make sure the organisation is strong enough to continue and overcome any challenges and change.
* To develop an organisation that is inclusive and accessible to disabled people, and which has clear processes for their involvement and participation in decision, as well as modelling best practice in disability equality
Key tasks or duties: 
1. To work with the Board of Trustees to develop a strategic plan, business plan and fundraising strategy. 
2. To provide advice and support to the Trustees, including preparing papers for all Trustee meetings and other appropriate briefings as needed.
3. To be the main spokesperson for BDEF in public, presenting a Disability Equality perspective at all times.
4. To represent BDEF on any group, board or structure that can influence or promote Disability Equality in the city and surrounding area. To also build positive working relationships with any organisation or leader to promote and take forward Disability Equality in the city and surrounding area. 
5. To work with all other Disabled People’s Organisations (DPOs) in Bristol and the surrounding area to build an effective voice for Disabled people and Disability Equality, and to feed into the national Disabled People’s movement. 
6. To work with other BDEF staff to support Disbled people in the city and surrounding areas to access more opportunities, take up positions of leadership, and have a voice in all decision making. 
7. To provide line management and supervision to all BDEF staff, make sure there is an effective performance management process in place.
8. To manage all the Human Resources processes including staff recruitment, training and development, staff meetings, holiday and sick leave monitoring etc.  
9. To oversee all financial issues. This will include liaising with the Bookkeeper and Treasurer to prepare an annual budget, presenting monthly income and expenditure reports against budgets to Trustees, ensuring the financial policy and procedures are kept to. To liaise with the Bookkeeper and Independent Examiner to prepare the Annual Report and accounts. 
10.  To identify potential funding sources for BDEF and to be responsible for putting funding applications together, and providing evidence and monitoring reports to funders as required.  
11. To be responsible for developing and monitoring BDEF’s policies and procedures in liaison with the Trustees, ensuring they meet legal and statutory requirements, and to be the responsible person for their implementation and for all BDEF’s operational work. 
12. To Act at all times within BDEF’s Rules, Policies, Procedures, Standing Orders and Financial Regulations.
13. To keep up-to-date with all legislation, policy and other changes that impact on Disabled people and make sure BDEF and Disabled people in Bristol are fully aware of what is happening. 
14. To undertake key training as required, in order to be able to effectively lead the organisation and contribute to City-wide policy forums.
15. To organise and attend staff and Board meetings as required.
16. To be the designated lead on safeguarding for BDEF and to keep up to date with statutory and best practice requirements, particularly in relation to Adults at Risk.
17. To lead on Equality, Diversity and Inclusion for BDEF, ensuring it is at the cutting edge of best practice in addressing disability equality, developing anti-racist and other anti-discriminatory practice and taking positive action to address intersectionality. 
15. To undertake other duties and responsibilities as appropriate to respond to changing priorities and making sure that customer needs and business objectives are met.
Person Specification
The candidate must: 
* Identify as a Disabled person according to the Social Model of Disability.
 * Show an in-depth understanding of Disability as an issue of political oppression. 
*   Have an excellent understanding of other Equality and Diversity issues including intersectionality
* Evidence of extensive experience of managing an organisation or project. 
* Demonstrated experience of managing paid staff, and being responsible for personnel related processes within a team or  organisation.
* Demonstrated experience of setting budgets, producing financial reports
* Demonstrated experience of completing successful funding applications and monitoring reports. 
* Proven ability to both think and act strategically, and to produce strategic documents.
* Demonstrated experience of building effective partnerships and working collaboratively with a wide range of stakeholders including communities, decision-takers and policy-makers. 
* Demonstrated ability to communicate accessibly and effectively with a wide range of audiences. 
* Past training and a good knowledge of safeguarding Adults at Risk
*Demonstrated commitment to, and understanding of, the Equality Act and wider Equality, Diversity and Inclusion Issues
The candidate could have:
* Proven experience of carrying out effective disability equality training
* Knowledge of local and regional government structures and how to influence them.
* Previous involvement in the Disabled People’s Movement and another DPO
* Experience of managing a community voluntary sector organisation
* Experience of advising a management body.
* Experience of effective campaigning for change

image1.png
Bristol Disability
Equality Forum




