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A message from the Chair 
 
On behalf of the Trustees of Bolton CVS, 
I’d like to thank you for taking an interest 
in this exciting role.  
 
We’re at a pivotal point in our journey, 
having just celebrated our 30th 
anniversary and it’s a brilliant time to come 
and join the organisation as our new Chief Executive.  
 
We’ve just begun the 2nd year of a 3-year contract with Bolton Council for delivering 
local infrastructure support and we’ve also launched ‘Bolton’s Fund’, which is 
Bolton’s place-based grants programme, all of which is in addition to our core 
development support, grant distribution and volunteering services offer. 
 
The Board are looking for the right person who can lead Bolton CVS through what’s 
anticipated to be a period of significant change and challenge for the groups and 
organisations that we exist to support, as well as the people that access their services. 
We want someone who can develop existing and build effective new relationships 
whilst championing the voluntary and community sector in everything that they do. 
 
As an organisation, we’ve achieved so many things over the years and whoever is 
lucky enough to be offered this role will have a strong and established Board to guide 
them, an amazing staff team that are dedicated and passionate and a committed 
volunteer team to help them achieve our goals as an organisation. 
 
Bolton’s a great place to be right now with so much change and new projects.  
 
The new Bolton CVS Chief Executive will have the opportunity to develop our services 
for now and for the future, so if you want to come and join us, please apply. 
 
Best wishes,  
 
 
 
 
 
 
 
 
Ibrahim Ismail (Ibby). 
Chair of the Board of Trustees. 
 
  



 

 
 
 

About Bolton: 
 
The borough of Bolton boasts a population of around 286,000 and is one of the 10 
Metropolitan Boroughs of Greater Manchester. Bolton has lots to offer from museums 
jam-packed with ancient artefacts to breath-taking countryside and everything in 
between. There’s award-winning attractions, behind the scenes tours, fast-paced sport 
and leisurely country walks. Bolton has some stunning countryside and is ideally 
located close to the scenic West Pennine Moors. Whether you are a dedicated rambler 
or an occasional lover of fresh air and fantastic views, Bolton’s countryside has a lot 
to offer you. Sport and physical activity is high on the agenda in Bolton and there’s so 
much that goes on to get people more active. 
 
Bolton is richly diverse and over one fifth of the population is from an Ethnic Minority 
background. There’s a strong art, culture and creative scene with lots of activities that 
include LGBT+ communities, faith communities and there’s an active calendar of 
events that celebrates the incredible diversity of the borough. 
 
Bolton’s voluntary, community and social enterprise (VCSE) sector contributes so 
much to the lives of the people that live here. With 1,561 groups and organisations 
and 46,900 volunteers all working tirelessly to improve the lives and opportunities of 
our residents, as well as the places that they live, learn, work and relax.  
 
Whilst there’s so many positives about Bolton, there’s significant challenges too. As 
with many local authorities in the north of England, the health of people in Bolton is 
generally worse than the average for England. Bolton is one of the 20% most deprived 
authorities in England and 20.1% of children live in low income families. Life 
expectancy is 10.6 years lower for men and 8.5 years lower for women in the most 
deprived areas of Bolton, when compared to the least deprived areas. Levels of GCSE 
attainment, breastfeeding and smoking in pregnancy are worse than the England 
average. The rates of violent crime are worse than the England average, as is the rate 
of unemployment. 
 
Developing responses and solutions to these entrenched social issues is what keeps 
our sector active.  Tackling inequalities, building social capital, promoting social 
justice, enabling people to take control of their own lives, championing equality and a 
commitment to Bolton’s communities is what VCSE sector groups and organisations 
are established to do. Bolton CVS is here simple to enable those groups and 
organisations to thrive and make a real difference to people and communities. 
 
The key strategy for Bolton is Bolton’s Vision 2030. There’s a dedicated group that 
drives forward the vision and you can find out more from the website: 
https://www.boltonvision.org.uk/. 
 
You can find out more about Bolton’s VCSE Sector by reading the most recent ‘State 
of the Sector’ report (2017): 
https://www.boltoncvs.org.uk/Bolton%20State%20of%20The%20Sector%202017.  
 

https://www.boltonvision.org.uk/
https://www.boltoncvs.org.uk/Bolton%20State%20of%20The%20Sector%202017


 

 
 
 

Who we are and what we do: 
 
Bolton CVS is a Charitable Company and was established in 1990 and this year we 
celebrated 30 years of delivering services and support to Bolton’s VCSE sector.  
 
Our mission is: 
Working together to develop a diverse, strong and effective voluntary and 
community sector in Bolton. 

 
Our vision is: 
A sufficiently resourced and sustainable voluntary and community sector which 
successfully meets the diverse and changing needs of the people of Bolton. 

 
The values that underpin our work are: 
 
 Fairness: Our value of ‘Fairness’ is about being inclusive through celebrating 

diversity, promoting equality and ensuring accessibility.  We blend this with a 
commitment to working in partnership, supporting others and sharing our thoughts 
to stimulate and enable change. 

 
 Friendliness: Our value of ‘Friendliness’ is about being open and transparent and 

this highlights our organisation’s ability to look at the bigger picture, open the door 
to others, share our information, our skills, our experience and resources to 
strengthen communities in Bolton. 

 
 Flexibility: Our value of ‘flexibility’ is about our ability to reflect, review and respond 

to feedback, evaluation and influence.  As an organisation we adapt to change with 
the confidence and organisational structure to maintain stability for ourselves and 
the sector in Bolton. 

 
As a membership organisation we champion the views of the many groups and 
organisations active in the borough and support them to increase their reach and 
impact. We provide specific services that help groups and organisations build their 
capacity. We enable communities to take action for themselves by providing them with 
the knowledge and tools that they need through training, one-to-one development 
support and delivering a programme of workshops responsive to what the sector tells 
us they want and need. We lead Bolton’s Fund which is the grants programme for 
Bolton. We are Bolton’s accredited Volunteer Centre and we offer volunteer support, 
connectivity and help groups with recruitment. We lead programmes of engagement 
via community groups and organisations. We also offer venue hire through our 
community building. We lead the delivery of a number of strategic programmes that 
support the development of the VCSE sector in Bolton and beyond. 
 
We’re also a committed partner and founder member of 10GM, a joint venture to 
support the voluntary, community and social enterprise sector in the 10 boroughs of 
Greater Manchester. 
 

https://www.bolton.gov.uk/news/article/885/new-rounds-of-funding-unveiled-for-bolton-s-volunteer-sector
http://www.10gm.org.uk/


 

 

 
Organisational strategic and operational priorities 
 
Bolton CVS’s strategic priorities are Building Strength and Building Capacity. The four core 
strategic objectives for the organisation that drive all of our work are: (1) Promoting quality 
and equality in Bolton, (2) Building VCSE sector capacity in Bolton, (3) Influencing 
change in Bolton, (4) Preparing for the future in Bolton. 
 
Our Operational Plan is designed around the strategic objectives and highlights the key areas 
of focus and delivery for the year. Individual staff, team and organisational performance is 
measured against the outputs and outcomes detailed in the plan and the Trustees are updated 
quarterly about performance at the Board Meeting. The work and activity of Bolton CVS is 
distributed across 4 operational teams with the following areas of focus: 
 

Team: Responsible for: 
Venue and 
Facilities 

 Ensuring the smooth day-to-day (and evening) running of the venue and 
facilities offer. 

 Maintaining a clean, safe and accessible place for the whole Bolton CVS 
team, tenants and visitors. 

 Day to day cleaning and maintenance repairs. 
 Increasing access and use of the Bolton Hub by community focussed 

organisations. 
 Ensuring the smooth running of all I.T. and communication systems and 

being the point for escalation. 

Finance and 
Funding 

 Processing all income and expenditure transactions. 
 Processing payroll and pension for Bolton CVS and processing payroll for 

our respective clients. 
 Producing monthly and quarterly management accounts, finance reports 

and year-end finance reports. 
 Ensuring the smooth and effective delivery of all grants and community 

investment programmes. 
 Reporting on the reach and impact of community investment and grants 

programmes. 

Health and 
Inclusion 

 Supporting the delivery of our funded engagement programmes. 
 Strengthening the relationships with health and care partners in the public 

sector. 
 Delivering a strategic Health and Wellbeing development programme. 
 Responding to consultations and policy development and building the 

VCSE sector evidence base. 
 Ensuring strong connectivity with the VCSE sector across all health and 

wellbeing programmes. 

Volunteering 
and 
Development 

 Delivering Bolton’s VCSE Local Infrastructure Support offer, with a focus 
on impact and social value. 

 Effective start-to-end support for volunteers and volunteer involving 
organisations. 

 Increasing awareness of safeguarding and governance across VCSE sector 
organisations. 

 Delivering the Bolton CVS events calendar and increasing our engagement 
in communities. 

 Ensuring consistency and clarity across all Bolton CVS communication 
outputs (internal and external). 

 
You can find out more about our work, reach and impact by reading our Annual Report on 
the Charity Commission website. 
 
 



 

 
 
 

The difference we make 
 
To give a flavour of what we do, last year: 
 We provided tailored and intensive 

development support to 261 VCSE 
sector groups and organisations, 
helping groups and organisations to 
deliver a safe, quality and accessible 
offer. 
 

 The Bolton Hub was a base for 9 
community focussed organisations 
and last year we provided 799 hours 
of free space to grass-roots groups, 
community activities and networks, 
which equates to £9,888 of free space 
donated as part of our Social Value 
commitment. 
 

 We provided one-to-one support to 280 people exploring their volunteer journey, providing 
tools, skills and support to individuals often furthest away from volunteering, with 94% 
stating that they felt ready to move into volunteering following our support. 
 

 We led Bolton’s Sports and Physical Activity Local Pilot Engagement Programme, 
which engaged over 1,000 residents. This programme was delivered through working in 
partnership with 10 VCSE sector groups and organisations and the Public Sector. 
 

 We delivered the Giving Back in Bolton project. The project supported people into 
volunteering through developing a toolkit for community groups and organisations to have 
effective policies and processes that don’t exclude people with a criminal record. 

 

 We worked in partnership with NHS Bolton Clinical Commissioning Group to deliver the 
Equality Target Action Group (ETAG), a programme that explores barriers to access 
and the opportunities to improve experiences across health and care in Bolton. We hosted 
5 Equality Target Action Groups in the year, with 101 individuals attending. 
 

 We expanded our social media, video, online and face-to-face programmes to reach more 
people; increasing our Twitter following to 5,050, our Facebook following to 1,767 and 
our unique website hits for the year were 49,262. We also distributed 91 VCSE e-bulletins. 

 

 We led Bolton’s Social Value partnership as a member of Bolton’s Vision 2030 Action 
Group and delivered a toolkit to support partners with Social Value. 
 

 We distributed almost £800k in grants and community investments, enabling community 
groups and organisations to make little and significant changes and do good things. 
 

 We had 32,697 visits to the Bolton Hub. 
 

 We worked with Refugee Action to offer support on VCSE sector organisations in 
recruiting and supporting volunteers from refugee and asylum seeker communities. 

 

…we do a lot more too! 
  

“Thank you for your support 
while Baby Basics has become 
established in the town.  For 
someone who has never 
worked in the voluntary sector 
before, discovery of the CVS 
was like finding the answers to 
all the hard questions on an 
exam! It made building what 
we do so much easier and has 
been instrumental in making 
our service well respected and 
able to function in a 
pandemic.”  

 



 

 
 
 

External strategic partners 
 

A key element of this role is driving partnership strategies and engaging in Bolton’s 
and Greater Manchester’s strategic spaces. 
 

Locally, the relationship with Bolton Council is 
critical and Bolton CVS is a key strategic 
partner. You will work with the leadership of 
Bolton Council in order to drive key local 
strategies including Bolton’s Vision 2030, 
Bolton’s plans for Social Value and also 
Bolton’s VCSE Strategy. Furthermore, there’s a 

strong relationship with Bolton Council’s Public Health Directorate that has been 
further strengthened through developing a collaborative response to Covid. 
 
As a VCSE sector champion, you will work with Bolton’s 
Integrated Care Partnership as a Board Member and develop 
the VCSE sector’s role within health and care integration and 
delivery, supporting VCSE sector organisations to participate 
in the development of new delivery models. 
 

 
You will work closely with Bolton at Home on key 
programmes of work that we deliver in partnership. You 
will also work with wider housing 
partners through Bolton 
Community Homes, the strategic 
housing partnership for Bolton. 

 
 

Commissioning and embedding the Greater Manchester 
VCSE Sector Commissioning Framework is a priority for 
Bolton CVS, you’ll work with local health commissioners 
through NHS Bolton CCG and also Bolton Council’s 
Commissioning Teams to ensure the framework 
underpins commissioning in Bolton. 

 
Bolton NHS Foundation Trust invests in key elements of 
the work of Bolton CVS and we deliver work in partnership 
including a seconded post. This is a keen area of focus in 
both supporting the Foundation Trust to engage more with 
communities and support them with their strategic 
objective of developing the community pledge. 
 
 
 
 
  



 

 
 
 

Who we’re looking for: 

 
We are looking for someone that; 
 understands the role and function of an effective local infrastructure organisation. 
 has the confidence to influence decision makers at all levels. 
 is comfortable with the complexity of VCSE sector funding. 
 can lead a diverse team to achieve its full potential. 
 is committed to developing quality services. 
 is excellent at building relationships. 
 values the role of volunteers. 
 

The role: 
 
You’ll be championing the strategic voice for the VCSE sector across all health, care 
and place-based networks in Bolton.  
 
You’ll work with your colleagues from within the VCSE sector to demonstrate the 
positive changes that volunteering and community action makes. You’ll talk about 
impact of the sector in all of your conversations, you’ll share examples of the amazing 
work of Bolton’s VCSE sector everywhere you go. 
 
You’ll work on the ground, getting an understanding of the needs and issues of the 
sector and ensure that co-design and co-production are embedded in planning and 
delivery, from grassroots groups to larger established organisations. 
 
You’ll ensure that the reach and impact of Bolton CVS’s grants programmes and wider 
services are effectively measured so that you can develop future services and ensure 
that the offer is meeting the needs of the local VCSE sector. You’ll embrace social 
value and embed it into everything that you do and ensure that Bolton CVS continues 
to challenge itself with its own social value approach. 
 
You’ll drive Bolton’s VCSE Sector Strategy, working with an established group of 
leaders to ensure that the impact of volunteering and the contribution of community 
focussed organisations is valued across the borough. 
 
You’ll ensure that Bolton CVS connects with all VCSE sector groups and 
organisations, large and small through our membership, forums, networks, funding 
advice sessions, celebration events, training, scaled-funding opportunities, workshops 
and masterclasses; everything you do will contribute to better connecting the sector. 
 
You’ll be responsible for a team of 30 employees, with a further 35 active volunteers 
as well as running a Community Hub that’s also home to 8 community focussed 
organisations and pre-covid, was welcoming over 30,000 visits each year.  
 
There is no doubt that this is a challenging role, the expectations from both the VCSE 
sector in Bolton and our Public Sector partners are high and so is the support that 
you’ll get from the team and your peers. 



 

 
 
 

The package 
 
The salary for this post is £44,000 per annum (with room for negotiation). 
 
Bolton CVS also has a generous benefits package which includes: 

 35 hour working week. 

 25 days’ annual leave per year, plus 8 public holidays, rising to 30 days after 5 
full years’ service. 

 7% employers pension contribution. 

 Health benefits scheme. 

 A genuine approach to flexible working. 

 The office is located in Bolton Town Centre. 
 
The process 
 
The Bolton CVS Trustees have agreed the following process for interview: 
 
Stage 1 
Individuals are invited to submit up to 2,500 words on how they can demonstrate that 
they meet the criteria as outlined in the Person Specification, together with a C.V. 
Applications should be submitted to recruitment@boltoncvs.org.uk 
 
Stage 2 
A long-list will be produced from the initial applications and those individuals will be 
invited for a conversation (online) with the Vice Chair and one other Trustee. 
Following that, a shortlist will be produced and those candidates will be invited to an 
interview. 
 
Stage 3 
The interview will begin with a one-to-one conversation with the Treasurer, followed 
by a presentation task that will be delivered to 4 members of the Bolton CVS Staff 
Team and then a formal interview with the Chair, 1 other Trustee and a senior 
representative from Bolton Council and Bolton at Home. 
 
The timescale 
 
The timescale for this process is: 
 
 The closing date for applications is 5pm on Sunday 1st November 2020. 
 
 Long-listed candidates will be invited for a preliminary conversation week 

commencing 30th November 2020. 
 
 Short-listed candidates will be invited to interviews week commencing 7th 

December 2020. 
 
Best of luck with your application. 

mailto:recruitment@boltoncvs.org.uk


 

 
 
 

Job description – Chief Executive. 

Salary: £44k. 

Hours: 35 hours -  1 FTE (Full time equivalent). 

Responsible to: The Chair and Board of Trustees. 

Responsible for: All operational staff, with direct line management responsibility 
for; 

 Head of Services and Performance. 

 10GM Violence Reduction Strategic Lead. 

 Finance Manager. 

Contract: Permanent. 

 

Role summary 

As Chief Executive of Bolton CVS, you’ll be responsible for the overall leadership 
and operations of the organisation. You will hold responsibility for the delivery of 
the Operational Plan and ensure that all associated objectives are achieved and 
that all reporting to Board and Funders is completed. 
 
You provide leadership with and for voluntary and community action, volunteering 
and inclusion across the borough. 
 
You will hold overall budget responsibility and ensure that the organisation’s 
finances are managed in accordance with the Financial Controls and Scheme of 
Delegation. 
 
You will ensure that the organisation champions community action in Bolton, 
maintains all strategic relationships and drives Bolton’s VCSE strategy. 
 
The Chief Executive ensures that Bolton CVS operates within the framework of our 
Articles of Association and all regulatory requirements. The Chief Executive also 
acts as the Company Secretary. 

 

Core objectives 

1. To develop, drive and deliver Bolton CVS’s Strategy working in partnership with 
the Board of Trustees. 

2. To have overall responsibility for financial sustainability, budgeting, income 
generation and organisational performance and impact reporting. 

3. To maintain existing and develop new relationships with external stakeholders 
across all sectors to strengthen the VCSE sector in Bolton, in line with the 
organisation’s mission, vision and values. 

4. To ensure that the voice of local VCSE organisations is represented where it 
matters and to influence local policy and practices through a variety of boards, 
networks forums and initiatives. 

5. To lead, coach and develop the staff and volunteer team to maximise their 
potential. 

 

 



 

 
 
 

Main responsibilities 

 To work with the Board of Trustees to review and refresh the organisational 
strategy.  

 To deliver an annual Operational Plan, budget and performance framework, 
aligned to the organisational strategy. 

 To ensure that Bolton CVS services are run safely, transparently and deliver 
public benefit, in line with our charitable objects. 

 To identify and explore new business opportunities, in line with the charitable 
aims of Bolton CVS. 

 Ensure that the Trustees have the information, guidance and professional 
advice to make informed decisions. 

 To ensure that the Bolton Hub is maintained, developed and generates income 
to support the wider work of the organisation. 

 To ensure that the organisation promotes inclusion in all of Bolton CVS’s work 
and practice. 

 Act as the main spokesperson and engage with local and national media to 
raise the profile of the work of the organisation and the VCSE sector in Bolton. 

 To grow and develop the organisation’s communications strategy and ensuring 
active presence and engagement on social media. 

 To be responsible for the overall development, implementation and application 
of a range of organisational policies, procedures and practices covering GDPR, 
health and safety, safeguarding, employment and employee relations, financial 
operations, other internal operations.  

 To hold responsibility for HR strategy and ensure legal compliance with staff 
and volunteer management. 

 To ensure that the duties and responsibilities of the Company Secretary role 
are fulfilled.  

 To work with 10GM colleagues to grow and develop our collaborative work 
across Greater Manchester to support Bolton’s VCSE sector and bring benefit 
to Bolton residents. 

 To ensure the timely and accurate completion of quarterly finance and 
performance reports, the preparation of the annual audited accounts and 
compliance with all legal and monitoring requirements of statutory and funding 
bodies. 

 To support the staff and volunteer team through a time of significant change. 
 

Other duties 

To take responsibility for individual administration, delegating where necessary. 
To attend Team Meetings, events and to undertake mandatory training. 
To perform any other duties commensurate with these responsibilities, the needs 
of the organisation, the grade of the post and skills and qualifications of the post-
holder. 

 

This job description is intended as an outline of the general areas of activity and 
responsibility for the post holder and may be amended in light of the changing 
needs of Bolton CVS, as directed by the Board of Trustees. 



 

 
 
 

Person Specification – Chief Executive. 

Salary: £44k. 

Hours: 35 hours -  1 FTE (Full time equivalent). 

Responsible to: The Chair and Board of Trustees. 

Responsible for: All operational staff, with direct line management responsibility 
for; 

 Head of Services and Performance. 

 10GM Violence Reduction Strategic Lead. 

 Finance Manager. 

Contract: Permanent. 

 

Assessment method: 

A Application I Interview P Presentation 

 
 

Skills and abilities… Assessment 

A coaching style of leadership that motivates, inspires and 
engages the team to embrace the Bolton CVS strategy, mission, 
vision, values and operational plan. 

A, I 

Ability to interpret and analyse financial information. A, I 

The ability to plan strategically and communicate those plans to a 
wide audience. 

P 

Ability to negotiate with and influence decision makers. I 

Able to develop a Board of Trustees and support them to manage 
their governance and compliance responsibilities. 

A, I 

Ability to identify, manage and plan for risks, whilst not being risk 
averse. 

A, P 

 

Knowledge Assessment 

Demonstrable knowledge of the current issues facing voluntary, 
community and social enterprise groups in a local context. 

I 

Knowledge and awareness of relevant legislation and policy 
including: Health and Safety Legislation; Data Protection; 
Information Governance; Charity Law; Company Law and 
Employment Law. 

A 

Knowledge of co-design and co-production and their practical 
application in a strategic and operational context. 

I 

 

Experience Assessment 

Experience of organisational development and change 
management. 

A, I 

Proven success in fundraising and income generation in a charity 
context. 

A 

Experience of working with and supporting diverse communities. A, I 

Experience of developing and leading inter-agency and cross-
sector initiatives at a senior level. 

A, I, P 



 

 
 
 

Personal attributes and approaches Assessment 

Acts with integrity and builds high levels of trust, openness and 
collaboration with staff, volunteers, Trustees and representatives 
from partner organisations. 

I 

Champions innovation and new technology and encourages and 
explores new ideas. 

I 

Creates a positive learning environment for yourself and for 
others. 

A, I 

 

Key expectations Assessment 

Able to use MS Word, Excel and PowerPoint effectively.  A, I 

A belief and a commitment towards Bolton CVS's mission, vision 
and values. 

A, I 

Able to work flexibly – including evening and weekend working. I 

A commitment to equality, inclusion, positively promoting diversity 
and challenging inequality. 

A, I 

A commitment to your own personal training and development. I 

 
  



 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Bolton CVS 
The Bolton Hub 
Bold Street 
Bolton 
BL1 1LS 
 
info@boltoncvs.org.uk 
www.boltoncvs.org.uk  
01204 546 010 

mailto:info@boltoncvs.org.uk
http://www.boltoncvs.org.uk/

