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Refugee Therapy Centre 

 
Chief Executive Officer Job Description & Person specification 

 

Job Title:  Chief Executive Officer (CEO) 

Location:  RTC’s office, in north London 

Salary:        £30,000 up to £35,000 (pro-rata) according to skills and 
experience 

                                         
Accountable and Reporting to:    the RTC Board  

Working Hours: 10.00am – 7.00pm Tuesday to Friday; occasional out of hours work 

  may be required    

Deadline:   6pm on 30th June 2017 

   

This is a 12 month contract with six months probationary period. Subject to review and 
funding is renewable. 
 
To apply, please send a copy of your recent CV with contact details of two referees and 
a covering letter detailing your suitability for the role to: Refugee Therapy Centre, 1A 
Leeds Place, Tollington Park, London N4 3RF. 
 
Suitable candidates will be interviewed on Wednesday, 12 July 2017. 
 
For further information, please write to: info@refugeetherapy.org.uk 
 
Only shortlisted candidates will be contacted.   
 

  

mailto:info@refugeetherapy.org.uk
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BACKGROUND 

The Refugee Therapy Centre (founded in 1999 by Josephine Klein and Aida Alayarian) 

is a charity providing psychotherapy, counselling and associated treatments to refugees 

and asylum seekers in their own languages and in English. Our focus is on helping 

individuals and families who have endured trauma to come to terms and move on from 

their experiences and to enable them to become positive members of society and enjoy 

life. Working in clients’ own languages, we aim to respond sensitively and respectfully to 

the cultural and linguistic needs of refugees and asylum seekers.  

  

Our focus is on helping individuals and families who are having difficulties in coming to 

terms with their experiences, and on assisting them to regain control and enjoyment of 

their lives.  Working in approximately twenty languages, we hope to respond sensitively 

and respectfully to the cultural and linguistic needs of our clients. 

 

We run training programmes for professionals who work with refugees; and we also offer 

young refugees the opportunity to gain experience in office work, interpreting and basic 

counselling and support skills. 

 

VALUES 

These values are key to the Centre: 

 

 Respect for Others: Staff must respect their colleagues and their contribution to 

the Centre, irrespective of sex, age, race, ethnic background, religious beliefs, 

disability, sexual orientation, or differences of opinion.  Abusive, upsetting or 

offensive behaviour or language is unacceptable in the Centre. 

 

 Dedication to Clients: We are all expected to be seriously committed to client 

issues in all interactions with them. 
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 Integrity: We hope to practise the highest possible standard of integrity and 

confidentiality in dealings with clients and colleagues. 

 

 Commitment to Excellence: We expect to pursue excellence in all our dealings 

with the Centre, our clients, and others. 

 

 Client Relations: our clients are of value to us and judge the Centre by how they 

are treated during each contact. Every member of staff represents the Centre to 

them and to members of the public. It is most important to those who seek help 

from the Centre that at all times staff are courteous, friendly, and helpful. 

 

 Diversity: The Centre is proud of the diversity of our staff and of our clients.  We 

have found that our goals and values are much enhanced by the broad range of 

experiences, skills and views which our staff and clients offer. 

 

 

RESPONSIBILITIES 

 Develop business strategies and plans in alignment with short-term and long-term 

objectives of the charity 

 Oversee planning and execution of fundraising, including 1) identifying resource 

requirements, funding sources, and strategies to approach funders, 2) submitting 

proposals, and 3) administrating relevant records and documentation 

 Recommend yearly budget for Board approval and prudently manage 

organisation's resources within those budget guidelines according to current laws 

and regulations 

 Oversee all operations and business activities for quality control, and to ensure 

they produce the desired results consistent with the overall objectives of the 

organization  



Page 4 of 6 
 

 

 

 

 

Refugee Therapy Centre 
 

 

Registered Company No.: 3895072                     Patrons: Jeremy Corbyn MP, Ms Eva Hoffman, Prof Roland Littlewood,  

Mr Claude Moraes MEP, Dr Eric Rayner and Prof Andrew Samuels 

 

Registered Charity No.: 1085922                          Trustees: Aida Alayarian, John Denford, Josephine Klein, and Lennox Thomas                                                                       
   

  

 Lead and motivate to advance employee engagement and to develop a high 

performing managerial team, by establishing goals for each member of staff / 

team. 

 Enforce adherence to legal guidelines and in-house policies to maintain the 

charity’s legality and business ethics; and ensure the Human Resources (HR) 

policies and practices, payroll and benefit disbursement are correctly updated 

 Review financial and non-financial reports to devise solutions for improvements; 

and analyse and address problematic situations / occurrences to ensure charity 

survival and growth 

 Build trust relations with key partners and stakeholders and act as a point of 

contact for all stakeholders 

 Assure the organisation and its mission, programs and services are consistently 

presented to relevant stakeholders with a strong, positive attitude,  

 Maintain an in-depth knowledge of the field of refugee and mental health 

 

 

As the leader of the organisation the CEO 

 Advises the Board 

 Advocates / promotes organisation and change related to charity’s mission 

 Supports motivation of employees in organisation and any programs and 

operations 

 Ensures staff and Board have sufficient and up-to-date information 

 Looks to the future for change opportunities 

 Interfaces between Board and employees 

 Interfaces between organisation and community 
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As the Decision Maker the CEO 

 Formulates policies and plans for recommendations to and consideration of the 

Board 

 Oversees all operations of organisation, including supervising staff in various 

operational initiatives, and implementation of board-approved plans. 

 Manages human resources of the organization 

 Manages financial and physical resources 

 Assists in the selection and evaluation of new board members 

 Makes recommendations, supports Board during orientation and self-evaluation 

 Oversees design, marketing, promotion, delivery and quality of services 

 

Person Specification 

Essential criteria: 

 Proven experience in management as CEO or in other managerial positions 

 Experience in developing profitable strategies and implementing vision in public 

and voluntary sector 

 Strong understanding of fundraising, and principles of finance and performance 

management  

 Familiarity with diverse management functions such as marketing, PR, finance 

etc. 

 In-depth knowledge of charity governance and general management best 

practices 

 An entrepreneurial mind-set with outstanding organisational and leadership skills, 

including the ability to appropriately delegate responsibility, handle both internal 

and external conflicts, and meet deadlines in a timely manner 
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 Analytical abilities and problem-solving skills 

 Excellent communication and public speaking skills 

 Advanced skills in MS Office and professional accounting software 

Desirable criteria: 

 MSc/MA or higher qualification in business administration or similar field 

 At least 5 years of managerial experience 


