
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recruitment  Pack   

Chief Executive Officer  
 



 

 

About Sussex Community Foundation  
 

Sussex Community Foundation enables local people to support local causes, making 

grants to small charities and voluntary groups working in communities across Sussex. 

Our aim is to make a real difference to the lives of vulnerable, isolated and 

disadvantaged people in Sussex. 

We champion local giving, building partnerships with like-minded people and 

organisations. Through our philanthropy advice, we help to match our supporters’ 

aims with the many small, effective local charities offering solutions to local issues. 

Using national and local data, we focus our impact where we believe we can make 

the biggest difference in the lives of disadvantaged people across Sussex.  

Since 2006, we’ve raised £70 million, given grants of £36 million to over 3,000 

organisations and £28 million is in endowment to provide for future generations 

across Sussex. 

Visit our website to find out more: www.sussexcommunityfoundation.org 
 

Vision and Mission  

Sussex Community Foundation is a registered charity that exists to make Sussex a 

fairer and more equal place, by providing a service to potential beneficiaries and 

donors in the whole community.  

 

We bring inspirational people together to create the change Sussex needs. We 

make and strengthen connections between philanthropists, businesses, charity 

founders and community leaders. We make vital grants through over 100 dedicated 

funds across four key priorities: tackling poverty, improving health, reaching 

potential, and acting on climate. And we share knowledge, inspiration and stories – 

to help grow the power of community and create a Sussex where people and 

communities thrive for today and the future. 
 

We do this by: 

• Inspiring local people to give to meet local needs 

• Investing in local charities and community groups, and helping them to 

become strong and sustainable organisations 

• Informing & Influencing philanthropists and the wider community about local 

needs, now and in the longer term. 

Our mission is to connect people who care with causes that matter, ensuring that 

charitable giving has a lasting and meaningful impact. 

 

 



 

 

Message from our Chair  of Trustees  
 

 

As we approach our 20th anniversary, we are looking for an ambitious and dynamic 

individual to lead us into the next 20 years at Sussex Community Foundation. The 

country’s network of community foundations is at the heart of delivering national 

help to local neighbourhoods, and the current Government initiative “Pride in Place” 

demonstrates how critical delivering local support can be in making Sussex a better 

place to live and work. 

The first 20 years have built our reputation across the county as an authoritative 

voice in local philanthropy. Our Fundholders, who give through the Foundation, are 

key to the growth we have experienced, and we want to continue to provide them 

with excellent stewardship. Attracting and retaining new Fundholders to Sussex 

Community Foundation is a key part of this role. 

As a leading grant maker in the county, our reputation within the voluntary sector is 

incredibly important to us. We want to ensure that our future Chief Executive builds 

on these trusted relationships. We want to continue sharing our knowledge to deliver 

our vision of empowering voluntary organisations and charities in our local Sussex 

communities. We measure our impact by seeing how we make a real and positive 

difference to people’s lives. 

We have an experienced and influential Board who will support you in your role, 

backed up by an enthusiastic and committed team of experts in both fundraising 

and grant making. We are all excited to see what the future holds, and we hope 

that you will be a part of that. Our current strategic plan runs until 2027, so as well as 

planning the celebrations for our 20th anniversary, you will have a critical role in 

setting the Foundation’s plans for the next five years and beyond; you can make a 

real difference to people’s lives in this role. 

We look forward to receiving your application. 

Mark Spofforth OBE FCA 

 

 

 

 

 



 

 

Terms of employment  

 
 

 Salary:  c.£75-80,000 per annum 

  
 Hours:  Full time – 35 hours per week.  

Evening and weekend work will be required to attend 

networking and other events. The role is, of necessity, office-

based, although flexibility for home working is expected where 

appropriate. 

  
 Contract:  Permanent 

  
 Pension:  Employer contribution up to a maximum 5% salary to match 

employee contribution. 

  
 Holidays:  25 days holiday per annum plus public holidays, increasing by 

one day per year after five years’ service up to a maximum of 30 

days. 

  

 Location:  Office location: 15 Western Road, Lewes BN7 1RL.   

The post requires extensive travel across Sussex. 

A full driving licence and access to a car is required.  

  
 Accountability:  Reports to the Chair of the Board of Trustees and is responsible to 

the Board of Trustees 

  

 

 

 

 

 

 

 

 

 

 



 

 

Organ isation structure  
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Job Description  

 
Chief Executive, reporting to the Chair and the Board of Trustees. Direct reports from 

the Head of Philanthropy and Development, the Head of Grants and Impact, and 

the Head of Finance and Operations (collectively the Senior Management Team). 

 

Job Purpose  
 

 
Providing visionary leadership, direction and management of the Foundation, the 

CEO ensures the organisation delivers its mission, strategies, goals and charitable 

objectives, as determined by the Board of Trustees. 

The CEO ensures that the Foundation is mission-driven, financially sustainable, and 

operationally effective. As the public face of the organisation, the Chief Executive 

will champion local philanthropy, build strong relationships with donors and partners, 

and lead the Senior Management Team to deliver effective support for the local 

community and inspiring services for donors. 

 

Key Responsibilities  
 

Strategy, Planning and Governance 

• Provide clear inspirational and strategic leadership to ensure the Foundation’s 

vision and strategy remain ambitious, relevant, and rooted in the needs of 

communities across Sussex. 

• Work in close partnership with the Board of Trustees, providing regular, 

transparent reporting on strategy, performance, risk, and financial 

sustainability. 

• Maintain strong governance and policy frameworks, ensuring compliance 

with charity law, Charity Commission Guidance and the Charity Governance 

Code as well as achieving UKCF’s quality standards. 

• Support the Chair in developing an effective, engaged and diverse Board 

with the right skills and succession planning in place. 

Leadership and Management 

• Lead, inspire, develop and motivate the Senior Management Team (SMT) to 

deliver agreed strategic and business plans. 



 

 

• Foster a collaborative, inclusive and high-performing culture where staff feel 

supported, valued and empowered to achieve excellence, and motivated 

to achieve the Foundation’s vision. 

• Ensure robust financial management, working with the Head of Finance to 

support informed decision-making and accountability. 

• Champion organisational learning, systems development and continuous 

improvement to strengthen performance and impact. Regularly benchmark 

the Foundation's performance against other similar foundations. 

• Provide visible, supportive and values-led leadership that models integrity, 

problem-solving and teamwork. 

Donor and Income Development 

• Work with the Head of Philanthropy to lead donor growth and retention, 

cultivating strong, long-term relationships with individuals, businesses, and 

trusts. 

• Identify and pursue opportunities to diversify and strengthen the Foundation’s 

income base in the face of a changing philanthropy environment. 

• Ensure donor confidence through transparent stewardship and clear 

communication of impact. 

Community Leadership and Impact 

• Act as a visible and compelling ambassador for the Foundation, building 

influential relationships across public, private and voluntary sectors and raising 

the profile of the Foundation in the County. 

• Support the Head of Grants & Impact to ensure the Foundation’s grant-

making and programmes are evidence-led, equitable, and responsive to 

community need. 

• Position the Foundation as a trusted leader in community knowledge and 

philanthropy, ensuring its work reflects and responds to local needs. 

• Champion the visibility and impact of the Foundation’s grant-making and 

programmes to build credibility and engagement. 

External Relations and Representation 

• Represent the Foundation with confidence and integrity across Sussex and 

within the wider UK Community Foundations network. 

• Promote the Foundation’s mission and values through effective external 

communications, advocacy and partnership working. 

  



 

 

Person Specification  

 

Experience & Knowledge Essential or 
Desirable 

How Evidenced 

Proven experience in developing organisational strategy to 
achieve long-term objectives and business plans. 

Essential   Application 
& Interview 

Experience of working effectively with an accountable 
body e.g. a Board as part of a Senior Management team, 
including Non-Executive Directors or Trustees. 

Essential   Application 

& Interview 

Good knowledge and understanding of the voluntary and 
charity sector. 

Essential Interview 

Experience of leading, developing and motivating a team 
to deliver high levels of organisational performance, plus a 
track record of delivering against personal targets and 
objectives. 

Essential   Application 

& Interview 

A track record in business development and building 
relationships. 

Essential Application 

Financial literacy and experience in managing budgets. Essential Application 

Minimum 3 years’ experience in Senior Management/ 
Director/ CEO type role. 

Desirable Application 

Experience of successfully attracting funding in the private, 
charity / or public sectors. 

Desirable Application 

An understanding and commitment to the voluntary sector 
and familiarity with philanthropy and grant making. 

Desirable Application 

Knowledge of place and relationships in Sussex and 
commitment to its communities. 

Desirable Application 

An understanding of the needs and challenges across 
Sussex. 

Desirable Interview 

Knowledge of the legal environment - charity law, GDPR 
and professional codes and standards. 

Desirable Application 

 

Skills & Abilities   Essential or 
Desirable 

How Evidenced 

An inclusive and facilitative leadership style, with the 
ability to inspire, engage and motivate staff, volunteers 
and trustees. 

Essential Interview 

The ability to inspire, engage and build trusted relationships 
with all stakeholders, especially donors and beneficiaries. 

Essential Interview 

Thoughtful, empathetic communicator able to listen and 
engage in a broad range of settings with a variety of 
people. 

Essential Interview 

A strategic thinker who can innovate and drive change but 
can also be hands-on and practical within an organisation 
with limited resources and make difficult decisions when 
necessary. 

Essential   Application 

& Interview 

Ability to identify opportunities and make them happen. Essential   Application 
& Interview 



 

 

 

 

Personal Qualities   Essential or 
Desirable 

How Evidenced 

Inspiring, driven to change lives Essential Interview 

High integrity Essential Interview 

Collaborative and generous, able to connect and forge 
relationships at all levels 

Essential Interview 

Empowering, committed to developing others to achieve 
their full potential 

Essential Interview 

Strategic and adaptable, able to deliver change and 
make an impact 

Essential Interview 

An understanding and commitment to removing barriers 
and creating environments that support equity, diversity 
and inclusion 

Essential Interview 

Curious & open approach to challenge and complexity Desirable Interview 

Appreciative of different perspectives Desirable Interview 

Strong ICT skills - an understanding of and ability to operate a 
wide range of technology software. 

Essential   Application 
& Interview 

Full UK driving licence, access to a car and ability to 
travel across Sussex 

Essential Interview 



 

 

  

 

To Apply  
 

 

Interested candidates should submit a CV and covering letter via Charity Job, 

addressed to the Chair of the Board, explaining why you consider yourself to be 

ideal for the position, based on the job description and essential criteria in the 

person specification. 

Please ensure that your application is made through the Charity Job portal. 

If you would like an informal conversation about the role, please contact our Chair of the 

Board Mark Spofforth markspofforth@msn.com 

The closing date for applications is 12pm midday on Monday 5th January 2026. Interviews 

will be held during the week commencing 19th January 2026, with the successful candidate 

taking up their post as soon as possible.  

Please note that only successful candidates will be contacted for interview. 

 

Video submission may be requested prior to proceeding to interview as part of the 

shortlisting process. 

Sussex Community Foundation is an equal opportunity employer and encourages 

applications from individuals of all backgrounds. 

 

mailto:markspofforth@msn.com

