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Role Description 		
	Position
	Executive Director

	Responsible to
	President

	Responsible for
	None currently

	Position status
	Permanent, full-time

	Hours of work
	40 per week

	Salary
	$80,000 to $110,000

	The New Zealand College of Clinical Psychologists

	
The New Zealand College of Clinical Psychologists (NZCCP) is the specialist professional organisation that represents and supports the practice of clinical psychology in Aotearoa New Zealand and advocates for quality psychological services for our community.

The College aims to provide a process by which trained and competent clinical psychologists can be identified and distinguished from others offering mental health services.  The College aims to present and promote the quality and skills of its members and assist in educating the public about sound standards of practice.


	Ngā Uara – Our Values

	Whakakotahi I te iwi
	Bringing people together


	Whakatipu me te whakahihiko I te tangata
	Fostering growth and inspiration in people


	Whakakaha I te waka
	Strengthening the waka


	Kōrero ake
	Advocating and voicing concerns


	Ārahi I te huarahi 
	Providing leadership and guidance


	Hangaia he wāhi mō te hiranga
	Creating an environment for excellence


	Whakanui ate kanorau
	Celebrating and embracing diversity


	Role Purpose

	
The Executive Director holds responsibility for the overall daily management of the College.  The position requires close liaison with the President, the Executive and the Council as well as the Branches of the College.

[bookmark: _GoBack]The Executive Director is primarily responsible for guiding the vision and direction of the College that is established by the Executive.  This includes input to the College’s Strategic plan and development of the Business Plan to deliver the College’s vision.

The Executive Director is also responsible for managing membership, membership communications and events, stake-holder engagement, strategic alliances, day-to-day policy and financial oversight.


	Key responsibilities 

	Te Tiriti
	· Understand and act consistently with Te Tiriti its articles and principles.


	Executive and Council Management
	Progress the College’s governance and administration to mitigate risk and help achieve organisational objectives.
· Understand and meet NZCCP’s constitutional and legal obligations and protect the College’s reputation
· Effective and timely delivery of the Executive and the Council papers and regular monitoring and reporting to the Executive on performance against the strategic plan.
· Delivering the NZCCP Executive elections, AGMS and other Governance requirements in compliance with the NZCCP Constitution.
· An ex officio member of both the Executive and the Council


	Membership Management
	Board of Membership and Professional Standards (BOMPS)
· Work with the Chair of BOMPs on all membership applications in a timely manner ensuring all required information has been received.
Membership Engagement
· Familiarity with College membership rules and values.
· Answer all queries received from the Membership in a timely manner.  Seek advice from the President or Executive.
· Provide assistance to regional branches and special interest groups when required.
Professional Indemnity Insurance – Medical Protection Society (MPS)
· Manage the College’s professional indemnity scheme through liaison with MPS and with Members.
Awards, Scholarships and Honours
· Administer awards, scholarships and honours for members


	Strategy and Business
	Executive Support
· Maintains close liaison with the President, keeping the President informed of operational, strategic and financial issues.
· Provide support and guidance to the President.
Planning
· Contributes to the development of policy and strategic direction of the College.
· Integrates the College’s strategic plan by implementing the College’s Business plan with membership, financial, property, human resources and commercial direction and decisions.
Commercial
· Actively assesses, recommends and negotiates business opportunities in relation to operational services, the procurement of services and commercial development.
Branches
· Streamline interaction between National Office and branches, including guidance provided to the Branches to manage governance and operational issues and mitigate risk. 


	Financial Management
	· Knowledge and proficiency in all aspects of the financial administration of the NZCCP
· Manage accounts payable/receivable, payroll and compliance with financial regulations. 
· Annual budgeting 
· Manage the fixed asset register.
· Manage internal budgets throughout the year: whole College and Branches with the Treasurer 
· Manage the collection of outstanding debts
· Ensure all IRD returns are filed on time. 
· Liaises with the auditor with end of year processes and financial statements. 


	Communications and Events
	· Assist with management and administration of all nationally hosted professional development events
· Administration associated with production of all NZCCP publications, including the Journal of the NZ College of Clinical Psychologists (JNZCCP) and the newsletter.
· Marking and promotion of NZCCP services and benefits.
· Maintain all information on the NZCCPs website and web presence
· Maintain relationship with all third-party providers and ensure that all are integrated


	Stakeholder Management
	· Actively seeks opportunities for cooperation with other organisations.
· Attends stakeholders’ meetings to represent NZCCP.




	Core Competencies

	Client focus
	Understands and believes in the importance of client service; listens to and understands the needs of internal and external clients; displays a professional, courteous and empathetic approach; considers equity and diversity issues in interactions; meets and exceeds client needs to ensure satisfaction

	Self-management
	Effectively plans and organises work to achieve desired outcomes; proactive, remains focused, takes action to overcome obstacles and follows through to completion

	Integrity
	Is fair, open, honest and consistent in behaviour and can be relied upon; is receptive to Māori, Pasifika and multicultural issues; generates confidence in others through professional and ethical behaviour

	Innovation
	Questions the way things are done; encourages discussion, free debate and generation of creative ideas and solutions; learns from past mistakes; generates new and creative ideas to improve the status quo

	Analysis and judgement
	Identifies and analyses issues and problems, considers alternatives, makes sound decisions, and commits to a course of action.

	Strategic thinking
	Understands the big picture and is forward thinking; seeks and accepts challenges and opportunities; develops and communicates a clear, inspiring and relevant direction

	Persuading and influencing
	Gains the co-operation of others by seeking their points of view; understands differing views and identifies points of agreement; negotiates solutions to meet the objectives of all parties where possible; confidently advocates a preferred approach

	Key Relationships

	Internal
	External

	All Members of the College
	NZ Psychologists Board

	President
	NZ Psychological Society

	All members of the Executive
	ACC

	All members of the Council
	MPS

	Editors of the Journal of the NZCCP
	Te Whatu Ora

	Executive Advisor
	Universities 

	
	Other Health Providers 

	
	Contractors including Chartered Accountant



Selection criteria – essential
· Excellent written and oral communication skills
· Strong customer service focus
· Experience in office, database and membership financial administration
· Familiar with accounting software Xero, able to manage transactions and produce reports as required
· Excellent computer skills with a high level of technical skills with all Microsoft Office software
· Extremely well organised, multitasking, focussed on task at hand with high levels of accuracy and attention to detail
· Committed to high levels of member service, “goes the extra mile”, builds warm and cooperative professional relationships with members and stakeholders
· Shows high ethical standards and has empathy with the goals of a professional services organisation
· Demonstrated commitment to diversity, equity and inclusion.
Special role requirements
· May be required to work outside office hours and at weekends
· Ability to work under pressure and adjust to shifting priorities
Delegations
· May be required to recruit and manage staff when appropriate
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