
For the Appointment of
Director of Facilities and 
Business Development



Who we are .........................................................................

Summary of Role ..............................................................

Key Responsibilities ......................................................

Person Specification .....................................................

How to Apply .....................................................................

1

4

5

8

9



1

WHO WE ARE

Here at Edinburgh Dog and Cat Home, we strive to 
make sure that every pet has the loving home it 
deserves. And we get our claws into our cause.

OUR MISSION

Sometimes caring for dogs and cats in the unconditional way they love us means taking 
them in. But, sometimes, dog and cat rescue means keeping them exactly where they 
are. If a pet already has a loving home, we want to keep them there whenever possible. 
This sometimes means helping out owners whose circumstances have changed through 
our Pet Food Banks or by raising awareness of pet poverty to support lasting change. 
So rather than take them in and help them find a new home, we want to keep them where 
they’re already loved.

We’re a small but dedicated team united by our unconditional love of animals and our 
dedication towards their care, whatever it takes. We believe there’s goodness inside 
everyone – four legs or two – and we’re here to help those who need it.

Simply put, we believe in protecting loving homes, 
finding loving homes if that’s not possible, 
and running a loving home. Our goal is 
to support pets and their people in 
whatever way is best for them at
 the time. And to keep loving homes 
whole.
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OUR VISION

We want to help create a community where all pets and their people are given a second 
chance at happiness. But, first and foremost, we want to create a world where these dogs 
and cats would never be given up in the first place.

We plan to achieve this through education, community work, fundraisers, and the political 
work we do in trying to affect real, lasting change in the field of animal welfare.

We work closely with Council and Police services, members of the public, and businesses 
both local and national towards making our mission happen. We’ve been going and going 
and going, day in, day out, since 1883. And we’ll never stop.

OPEN DOORS

Only with open doors and open hearts for pets and their people can we continue to 
rescue, reunite, and rehome dogs and cats across East and Central Scotland. Our open-
door policy sometimes means we take in animals who have severe health conditions. 
These can come in many forms, including physical conditions, diseases, and mental 
health or behavioural problems.

We work for as long as it takes to rehabilitate an animal and find it the perfect loving 
home. Occasionally there are times when a condition is so severe that we have to 
make the difficult decision to put an animal to sleep. We never take this lightly and it 
can take months, sometimes years, of dedicated treatment and training before making 
the decision. Even then, only when all other options have been exhausted do we even 
consider it. Where there is hope for a home, we will never give up on any dog or cat.

To read more about our euthanasia policy, please read our Euthanasia Position 
Statement
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Click here to view >>

Our History
From opening our doors in 1884 at 
Comely Bank Gardens, to the present 
day at Seafield Road East, the Home has 
continued to help the pets and people 
of our community. And we’ll never stop. 
After over 140 years of hard work and 
dedication, day after day, year in, year out, 
we’re still going and going and going.

Click here to view >>

Goverance
Any organisation is only as good as the 
people who run it. Here at the Home, we’re 
lucky to have a leadership team with a 
strong vision for the future.

Click here to view >>

Publications
At Edinburgh Dog and Cat Home, we 
love to make a noise about the animals 
we support and those that support us. 
Browse our selection of publications and 
read more about the vital work we do.
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ROLE DESCRIPTION

SUMMARY OF ROLE

The Director of Facilities and Business Development is responsible for the strategic 
business management functions of the Home, leading on governance, facilities and 
property development and business development functions for the organisation 
in support of the CEO’s role. A critical member of the Senior Leadership Team (SLT) 
reporting to the CEO on all matters relating to strategic business management of the 
organisation. The Director of Facilities and Business Development will lead on all aspects 
relating to strategic organisational compliance, reporting business support and business 
development functions. This includes all aspects of charity compliance, business income 
generation and strategic facilities management and property development. The role also 
covers the function of Company Secretary, in support of the organisations governance. 

The role involves managing the Finance Business Partner and Business and Facilities 
Manager, supporting the organisation in its income growth development plans while 
providing sound strategic support to the wider SLT portfolio of work. 

The individual will be able to represent the Home in all that they do along as an 
enthusiastic and future thinking person with a can-do approach.
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KEY RESPONSIBILITIES

Leadership
• Contribute to the ongoing development and leadership of the Home through effective 

input to the Senior Leadership Team and business planning processes.

• Contribute to the development, roll out, and delivery of the organisational strategy.

• Support the CEO to deliver the financial strategy and direction by ensuring that 
appropriate resource is allocated to the finance team and an appropriate level of 
budget management is in place.

• Lead on the development of a positive and robust Health and Safety culture across 
the organisation.

• Develop strategic annual and long-term improvement planning for the Homes 
administrative and business functions.

• Oversee and lead on the property portfolio for the Home including the development of 
strategic annual and long-term improvement planning for the Homes facilities.

• Responsible for directing and mentoring the teams responsible for the delivery of key 
accountabilities ensuring effective and efficient daily business support for the Home.

• Directly line managing the Finance Business Partner and Business and Facilities 
Manager. 

• Actively build good, solid relations with local supporters, customers, members of the 
public and interest groups to promote the work of the Home.

Finance, Governance and Risk
• Act as company secretary for the organisation in support to the CEO and board of 

trustees. This will include providing the secretariat for the Finance and Business 
Operations Sub Committee, ensuring effective monitoring and compliance with all 
relevant legal requirements, particularly under the Companies Act and the Office of 
the Scottish Charity Regulator (OSCR). 

• Be the lead contact for Companies House and OSCR, ensuring adherence with 
completion of notifications and returns.

• Contribute to the development, roll out and delivery of the organisational financial 
strategy in partnership with the CEO and other members of the leadership team 
particularly with regards to continuous improvement of business functions, 
compliance and income development.

• Work with and advise CEO on all aspects of charity financial governance and 
regulation providing regular updates to charity law, regulation and reporting.

• Arrange and maintain appropriate insurance policies for the organisation.
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• Advise SLT and Board on financial and business risks, including the updating of the 
organisational risk register and risk management plan in collaboration with the CEO.

• Support with the preparation and engagement with annual auditors ensuring that all 
rectifications are managed appropriately, and plans put in place to meet compliance 
needs. Provide updates to the CEO throughout this process.

• Set and mange budgets for areas of responsibility ensuring adequate resource in line 
with organisational financial strategy.

Business Income Generation and Development
• Lead on the development of initiatives and projects to support business income 

generation to boost growth for the organisation. Particularly in areas that relate to 
business growth that supports raising funds for the mission. 

• Seek out and explore new funding streams and work with the SLT to ascertain 
whether these can be introduced to the Home. Act as project sponsor for the roll out 
of approved income streams ensuring positive ROI.

Strategic Facilities and Property Management 
• Set strategic standards and expectations for all key accountabilities: Facilities 

and Maintenance, Health and Safety, IT, Site Security, Rehoming and Business 
Administration.

• Develop IT and data security strategies in partnership with the Business and Facilities 
Manager to, as much as possible, “future proof” and protect the Home in collaboration 
with the Home’s external supplier.

• Lead on creating strategies to deliver customer service standards and guidance 
across the business support teams in collaboration with other members of SLT as 
part of the Home’s larger customer care and donor strategy. 

• Act as chair for the organisations Health and Safety Committee, IG Committee and 
IT Committee providing guidance and reports as required to the CEO and Board of 
Trustees.    

• Provide strategic direction and support to the Business and Facilities Manager, who is 
the organisations health and safety officer, in overseeing and developing the Home’s 
health and safety systems and policies. 

• Act as the strategic GDPR contact point for the Home, leading on the Home’s data 
protection strategies ensuring appropriate levels of data security are in place and 
resource allocated for staff training and communication. Work in partnership with the 
Business and Facilities Manager to ensure the Home’s compliance. 

• Work in collaboration with the CEO on the Home’s property portfolio, ensuring external 
and internal engagement and liaison is in line with the property strategy. Sit on the 
Property Sub-Committee representing the leadership team and Home.
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Communication and Administration
• Communicate both written and verbal reports to Trustees, SLT and other staff as 

required.

• Develop and maintain strategic relationships with the key clients and decision makers, 
appropriate to both site and office facilities.

• Support the development of processes and procedures to streamline the 
administrative function. 

• Actively support good HR practices by utilising policies available in the organisation.

• Promote team working and support the development of a positive working culture.

• Maintain an understanding and familiarity of the Home’s work.

• Willingness to accept ad hoc work requests as required.
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PERSON SPECIFICATION

Essential Desirable

Education &
Training

• Good level of education 

• IT literate in Microsoft Office 
Packages

Experience • Experience of line managing a team

• Experience in developing and 
maintaining governance systems 
for an organisation 

• Experience in building and 
implementing business 
management and development 
strategies

• Experience of developing income 
development within business areas 
of an organisation.

• Experience in strategic 
management of multiple functional 
areas of an organisation.

• Experience of working 
with a not for profit 
organisation

• Experience of liaising 
with and reporting to 
OSCR, Companies 
House etc.

• Experience in customer 
care and donor strategy 
development  

Skills &
Knowledge

• Excellent verbal and written 
communication skills

• Able to contribute to strategic 
thinking within the organisation

• Able to develop strategic business 
documents that support both 
income generation and compliance.

• Knowledge of working within 
business compliance functions 
such as health and safety, GDPR, IG 
and IT security. 

• IT literate and comfortable to use 
electronic systems

• Excellent time management and 
able to work to tight deadlines

• Knowledge of Charity 
Law and Governance

• Knowledge of 
developing customer 
care strategies 
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Personality • Able to work as part of a team

• Positive about managing change 

• Able to work on own initiative to 
identify areas for improvement

• Able to demonstrate Leadership 
skills

• Excellent interpersonal skills-able 
to build relationships across the 
organisation 

• Proactive and positive

• Can do attitude 

• Appreciation for the mission and 
vision of the Home

FURTHER INFORMATION
For further information or a confidential discussion, please contact Lindsay Cramond on:
 
cv@fwbparkbrown.com
 

Or alternatively, you can contact our Edinburgh office by phone on  +44 131 539 7087.
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