 [image: image1.png]



THE STOWE HOUSE PRESERVATION TRUST

Job Description 
Job Title:

Chief Executive Officer  
Department:

Stowe House Preservation Trust (SHPT)
Accountable to:
Chairman of Trustees 
Responsible for:
Visitor Experience Manager, Visitor Experience Officer, 

Community Outreach Officer, House Custodian and Archivist
Purpose of the job:

The Chief Executive Officer is responsible for the efficient management of the Trust and all its activities.  The CEO is the principal interface with Stowe School Executive Leadership Team and with the National Trust.  

The role requires project management experience, preferably within a heritage organization.  Excellent customer service skills and highly developed interpersonal skills are essential to managing relationships with staff, the large volunteer team and the visiting public in order to assure our commitment to visitors and our commitment to engaging new audiences.
Tact, diplomacy and firm but sympathetic leadership will be critical to the successful conduct of the role.
Context:

The Stowe House Preservation Trust opens Stowe House to the public as a heritage property and is in the process of restoring it for the nation.  As our tenants, Stowe School, an independent boarding school with 900 pupils and 400 staff occupies Stowe House and about 200 acres of the Stowe estate and is located in Stowe’s world famous landscape gardens set in 880 acres. The National Trust manages the landscape gardens and opens the grounds to over 100,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.  Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Key Responsibilities and Accountabilities:
· Managing restoration, conservation and maintenance work 
· Overseeing and developing the visitor experience
· Planning and budgeting for operations, projects and maintenance activities
· Leading, guiding and supporting permanent staff and volunteers
Key Tasks:
1. To initiate, plan and manage restoration projects in conjunction with the design team and, when appointed, specialist contractors.
2. To advise trustees on the most efficient way to conduct restoration and maintenance work.

3. To present to trustees costed plans for restoration projects and to manage delivery to time and quality within agreed budgetary limits.  To this end, a sum of £10,000 is delegated for non budgeted expenditure and variation within agreed contracts.

4. To ensure that appointments to the design team provide appropriate experience, the best level of service and continued value for money.
5. To ensure that all restoration projects are founded on sound research and backed by historical evidence, presented to the satisfaction of trustees.

6. To maintain a risk register for each project and take on the role of project manager.

7. To complete a post project report on all restoration projects.

8. To attend, as SHPT’s representative the Partners’ Working Group with the NT and Stowe School, reporting quarterly to the Partners’ Policy Forum.

9. To act as secretary to the Interiors Working Group.

10. To maintain a maintenance action log and manage maintenance projects to the Grade I listed mansion and associated areas as defined in the leases with Stowe School, working with the School’s Director of Estates and Operations.

11. To guide and support the Visitor Experience Manager and Officer in the day to day management of the visiting public, assisting in the resolution of conflicts as necessary.
12. To present quarterly to trustees a detailed report of all activities for the previous three months and forward plans for anticipated work.

13. To support the House Custodian in the day to day management of the Grade I listed mansion.
14. To provide professional guidance and oversee the professional development of the permanent staff.

15. To ensure adherence to Safeguarding, Health and Safety and Data Protection Legislation at all times.
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· Educated to degree level 
	· Museum management or heritage qualification

	Specialist Skills & Experience
	· Project management 

· Customer service
	· Previous heritage experience or visitor attraction management
· Previous volunteer management experience

	Personal Qualities
	· Open minded, flexible and positive attitude

· Engaging and approachable 
· Team player

· Capacity and breadth of understanding
· Good Interpersonal skills
· Good communication skills
· Sense of perspective
	


This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.
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