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  JOB DESCRIPTION    

    
 

Title: Chief Executive Officer   

 

Contract: Initially 18 months with the ambition to make it permanent / 

full time (4 days per week would be considered)   

 

Responsible to: Chair of the Scottish Council of Jewish Communities  

 

Hours: 37.5 hours per week excluding lunch break  

 

Salary: Circa £40,000 per annum Full Time Equivalent (pro rata), 

depending on experience, plus pension     

 

Location: The office is located in Giffnock, Glasgow. The balance 

between working from the office and working from home is 

open for discussion.   

 

Holiday Entitlement: 20 days, plus Public Holidays and Jewish Festivals   

 

Applicants must have the right to live and work in the UK.   

 

-------------------------------------------------------------------------------------------   

 

General Description:   

Scottish Council of Jewish Communities (SCoJeC) is the representative body of all the 

Jewish communities in Scotland. The Council advances public understanding about the 

Jewish religion, culture and community, by providing information and assistance to 

educational, health, and welfare organisations, representing the Jewish community in 

Scotland to Government and other statutory and official bodies, and liaising with 

Ministers, MSPs, MPs, Churches and other faiths/traditions, Trades Unions, and others 

on matters affecting the Jewish community. ScoJeC has acted as a hub for Jewish 

communities in Scotland, engaging and participating in active community building, 

education, communal activities and outreach. The Council provides a support network 

for the smaller communities and individuals and families who live outwith any main 

Jewish community, holds events throughout Scotland, provides speakers and educational 

resources for schools, and assists organisations within the Scottish Jewish community to 

comply with various regulatory requirements. SCoJeC also promotes dialogue and 

understanding between the Jewish community and other communities in Scotland, and 

works in partnership with other organisations (within and outwith Scotland) and 

stakeholders to promote equality, good relations, and understanding among community 

groups.  

  



  

2 
 

 

SCoJeC is looking to recruit its first salaried Chief Executive. Founded in 1999, the 

organisation has been led by a volunteer, who has recently indicated his desire to retire. 

We are looking for a highly motivated individual to oversee the professionalisation of the 

organisation; lead our external representation to the Scottish Government, the Scottish 

Parliament, local authorities, different faith groups, civil society and the media; engage 

with Jewish community stakeholders in Scotland and beyond; support our fundraising 

and modernise our governance structures.   

 

 

Key Tasks and Responsibilities:   

External Relations  

• Developing relationships with key Scottish political stakeholders, including Scottish 

Government ministers and officials, MSPs, MPs, political parties and local 

authorities and councillors.    

• Developing relationships with key Scottish civil society stakeholders, including 

different faith communities, trade unions, NGOs, universities, Police Scotland, 

Crown Office and Procurator Fiscal Service, NHS Scotland, Scottish Prison Service 

and sports organisations.  

• Race relations and the development of interfaith relationships.   

• Developing seminars, events and tours on key Jewish issues.  

• Preparing briefings for, and formal notes of, meetings with external stakeholders.  

• Respond to consultations and public initiatives on behalf of the Scottish Jewish 

community.   

• Monitoring the press, policy and political developments, including legislation.  

• Developing policy and offering advice on policy initiatives and associated projects.   

• Research, writing briefing documents and publications on Jewish public policy 

issues, working with the relevant communal partners.   

  

Communications  

• Representing SCoJeC and the Scottish Jewish community in the media, ensuring 

positive coverage in the Scottish and Jewish media, synagogue and Jewish 

communal organisations’ newsletters.   

• Draft press releases and brief lay leaders for media appearances.  
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• Representing the organisation at key meetings on behalf of the Scottish Jewish 

community.  

• Managing SCoJeC’s website and social media account.    

• Review and update communications materials ongoing.  

• Manage production of SCoJeC newsletters Four Corners, Public Affairs Digest, 

Minority Ethnic Matters Overview, other e-newsletters and marketing materials.  

• Handling correspondence and enquiries from the media, external and communal 

stakeholders.  

  

Community Engagement  

• Manage relationships with Jewish communities in Scotland, especially SCoJeC 

member organisations, ensuring that SCoJeC meets needs and reaches out to 

isolated Jews, connecting them where possible to wider networks.  

• Deliver events that engage the Scottish Jewish community with the work of our 

organisation and the work of our strategic partners and funders.   

• Oversee a programme of inclusive cultural events to engage the Jewish community 

in all parts of Scotland and beyond, both virtually and face to face.  

• Involve lay and religious leaders and other volunteers in our work.   

  

 

Organisational  

• Oversee the charity’s governance, ensuring that SCoJeC fulfils its legal, statutory, 

and regulatory responsibilities.  

• Organising and providing secretariat support to regular meetings of SCoJeC’s 

Board of Trustees and the Council and external meetings where required.  

• Prepare and submit reports of the charity to funder and regulatory bodies 

including the OSCR.  

• Review SCoJeC policies; setting a review-cycle with Council.  

• Review SCoJeC constitution and propose updates as necessary.  

• Supply regular briefings, paperwork and reports to SCoJeC’s trustees and Council.  

• Line manager of staff, contract workers and volunteers.  

• Ensure staff, contractors and volunteers are focussed on achieving SCoJeC’s aims.  
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• Support fundraising activities.  

• Apply for, administer and report on grants issued by the Scottish Government to 

support race and faith equality, community safety and community cohesion in 

Scotland, demonstrating compliance with Scottish Government priorities.  

• Managing other grant raising activity, delivery of objectives and reporting 

requirements from other funders, such as the Board of Deputies of British Jews 

and Communal Trusts.  

• Manage budgets.  

• Establish Key Performance Indicators of SCoJeC’s impact and its financial health, 

including financial results and forecasting.  

• Develop 3 year rolling planning cycle for SCoJeC with Council.  

• Be aware of risk and the external environment – monitor and suggest mitigation.  

  

Person Specification:   

Knowledge  

• A good working knowledge of the Scottish Jewish community, its needs and 

priorities.  

• Knowledge in key policy areas, e.g. antisemitism/racism, intercommunal relations, 

Israel, social care, religious freedom and education.  

• Good knowledge of current affairs and strong understanding of Scottish political 

and parliamentary processes.  

• Strong IT skills, including the ability to manage websites and social media.   

 

Experience  

• Stakeholder engagement, particularly with the Government bodies, politicians and 

other political and civil society stakeholders.  

• Media handling, including giving interviews.  

• Developing and maintaining strategic relationships.  

• Advocacy and awareness raising.   

• Policy development.Events management and logistics.  

• Producing written resources/briefings.   
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• Supporting, motivating and managing staff, contractors and volunteers.  

• Charity governance.  

• Fundraising, writing funding applications and managing grants.  

• Financial Management.  

• Project management.  

  

Personal Attributes  

• Confident public speaker with strong oral communication skills.   

• Excellent written communication skills.   

• First-rate interpersonal skills, with the ability to connect with people from a wide 

range of backgrounds and to deal with challenging situations, including 

managing conflict.  

• Sound judgement and decision-making skills.  

• Strong research skills.   

• Efficient, and well-organised with good time-management.  

• Able to work independently.   

• Willing and able to develop new knowledge and skills.   

• A good team player, able to support other colleagues where necessary.   

• Commitment to the aims of the Scottish Council of Jewish Communities.    

  

Additional Information:     

• This role may require some work on evenings and weekends, travel around 

Scotland and some travel around the UK.   

• This job description and person specification is not prescriptive; it merely 

outlines the key tasks and responsibilities of the post. The Chief Executive Officer 

will be expected to carry out such reasonable duties as may be requested from 

time to time by the SCoJeC Chair. The key tasks and responsibilities are subject 

to change. Any changes will be made in consultation with the post holder. This 

Job Description is subject to alteration in response to changes in legislation or 

SCoJeC operational procedures.   



  

6 
 

• The post holder requires a UK driving license.  

• The post holder will be subject to PVG checks.  

   

 

Information for Applicants:   

Closing Date:  9.30am, Monday 14 June 2021.  

  

Interviews:  Week beginning 28 June 2021.   

  

Apply by Email including:  

• A CV (2 sides A4) and   

• A covering letter (maximum 3 sides of A4), outlining, with examples, how you 

meet the requirements set out in the person specification.  

• Please tell us where you heard about the job.  

• Please give the names and contact details of 2 referees. These will not be 

contacted unless and until you are offered and have accepted the job.  

  

Please send this to chair@scojec.org with the subject heading ‘Chief Executive Officer’.   

 




