WEST SUSSEX
MEDIATION SERVICE

Charity Director
Candidate Pack

Nicky Neal-Smith
Chair of Trustees

Thank you for your interest in applying to become the Charity
Director of West Sussex Mediation Service (WSMS). I hope you find
the information contained here useful as you consider this
opportunity to lead the charity through the next stage of our journey.
For over twenty years we have been using and developing our
knowledge and experience to bring people together to make a
difference for those experiencing conflict.
Whether through our free or fee-paying services, mediation is at the
heart of what we do. Our aim is to help individuals resolve
neighbourhood, intergenerational, family or workplace disputes. We
promote an inclusive and supportive culture within WSMS, and our
staff and volunteers are a committed, passionate and knowledgeable
team that bring wide-ranging experience and expertise to the charity.
With the retirement of our current, much valued, Charity Director,
after fifteen years in the role, we are seeking to appoint a dynamic and
inspiring individual who will lead our team and build upon our
success. The new Charity Director will be the key driving force for our
strategic development, delivering the effective implementation of
our plans and ensuring we have a robust organisation.
If you are excited by the opportunities that this role presents, I very
much hope that we will hear from you.

Nicky

About WSMS

WSMS is a registered charity which was established in 2000 with a remit to provide
mediation throughout the community of Horsham District. Since then, we have gradually
expanded our services to offer family, workplace, neighbourhood and intergenerational
mediation across all of West Sussex. Mediation is delivered via our team of trained,
volunteer mediators.
Mediation is a form of Alternative Dispute Resolution (ADR) and we deal with many
variations between individuals, groups or organisations. Our core business is
neighbourhood conflict; primarily neighbour disputes. We also offer intergenerational
mediation which aims to resolve conflict within family groups, and conflict coaching in
circumstances where mediation is not possible. All of these services are delivered free of
charge; the cost being off-set by income from our family, workplace or civil mediations
which are fee-paying. Whilst we very much welcome donations, our core services are
currently free to the end user.
The organisation is currently staffed by a service co-ordinator, two caseworkers, and one
family mediation coordinator. All work part-time to provide cover between the hours of
9.00am and 5.00pm, Monday to Friday. Three of the staff team are trained mediators in
their own right.
All of our mediators are fully trained volunteers, the majority of whom are local to West
Sussex. Some have been with us for many years acquiring vast experience in conflict
resolution along the way. They may have trained through WSMS on an OCN accredited
course, or privately with another accredited trainer.
Our charity is governed by a Board of Trustees comprising a dedicated group who bring
with them many different skill sets.
Everyone involved with WSMS plays their part in achieving the best outcomes.

Our Vision
WSMS works with individuals to enable better communication and improved
relationships within families, communities and organisations.
Our Trustees are committed to the continuation of providing core community
mediation services free of charge.

Our Mission
Our Mission is to prevent and resolve disputes between neighbours, within
families or communities by providing mediation services to people and
organisations throughout West Sussex.
To achieve this, we offer neighbourhood and intergenerational mediation which
are free of charge for the end user and funded through income earned from feepaying services such as Family, Civil and Workplace Mediation. These fee-paying
services are competitively priced in line with our charitable status.

Job Description
Reports to: Chair and Trustees
JOB PURPOSE:
The role holder will be responsible for the day-to-day management of the Service,
supervising paid members of staff and volunteer mediators.
They will be responsible for the development and delivery of initiatives to acquire and recruit new
supporters to the service in line with the Business Plan objectives, which are focused on growth
and sustainability.

This varied role will actively take responsibility for achieving budgets and targets across
multiple streams of income, to achieve our Mission.
MAIN DUTIES AND RESPONSIBILITIES:
Fundraising and Income Generation
Manage, plan and oversee the development and delivery of a varied programme of donor
retention and acquisition across all streams of income.
Ensure consistent delivery of exceptional customer service, donor care and supporter
experiences, building relationships with and supporting donors to maximise both immediate
returns and lifetime value.
Promote WSMS paid for family and workplace mediation services to increase income
generation from such services.

Administration
Ensure that all correspondence including complaints and general enquiries are dealt with in a
prompt and professional manner.
Ensure that systems are in place and maintained for the recording of staff and volunteer details.
Ensure compliance with Data Protection, Health and safety at work legislation and other legal
requirements.
Ensure that the Annual return is submitted to the Charity Commission.
Organise the AGM and other meetings as required.
Arrange completion of the Annual Report in time for the AGM.
Deliver the required Management Information for quarterly Trustee Board meetings, funders,
and referral agencies and liaise more generally with the Trustees for the efficient supervision
and administration of the Charity.

Staff and Volunteers
Provide a supportive, engaging, and welcoming experience for all staff and volunteers.
Undertake staff recruitment and induction activity as required, with responsibility for ongoing
management.
Ensure enough volunteer mediators to service the current level of referrals is maintained,
recruiting as required.
Arrange delivery of initial training and ongoing professional development and supervision
meetings for mediators.

Job Description (Cont)
Finance
Ensure that staff are paid in line with contractual obligations and the necessary statutory
returns are completed.
Control expenditure against a set budget.
Liaise with the Treasurer to ensure that management reports and budgets are prepared and
submitted in a timely manner.
Ensure that financial statement accounts are submitted for external examination in a timely
manner and filed with the Charity Commission.
Ensure that the appropriate insurances are in place to deliver the Service.

Publicity & Public Relations
Represent the organisation, attending events and engagement opportunities as required.
Develop and maintain links with professional bodies, other agencies, and voluntary
organisations, promoting the service through local press, radio, and other PR activities with
stakeholders.
Maintain an online presence via social media, ensuring the website is maintained and up to
date.

Policies and Procedures
Regularly review the Service policies/procedures, ensuring they are appropriate for the
Service.
Ensure that a strict policy of client confidentiality is adhered to all by connected with the
Service.
Actively stay informed of developments within the Mediation environment, both locally and
nationally.
Ensure knowledge of, and compliance with, all laws, regulations and codes of practice
relating to fundraising, and to ensure adherence to all WSMS and professional policies and
procedures.

Person Specification
Essential
Commitment to the principles, ethos and values of WSMS and a desire to achieve positive
outcomes for those involved with dispute resolution.
Knowledge of the UK regulations which govern charities and businesses; in particular, company
administration and charity governance.
Understanding of UK GDPR, Equality Diversity & Inclusion and Human Resources.
Good leadership skills and the ability to enthuse, motivate and develop a small team to deliver
results.
Excellent interpersonal skills with the ability to listen, motivate, inspire and enthuse staff and
volunteers; approachable and empathetic.
Proven track record of securing funding in a tough financial climate, particularly through trust
and foundation applications.
Financial management and budget development skills.
Ability to think strategically and to communicate the strategic vision.
Experience of managing a complex workload; excellent self-organisation and time
management; ability to model these skills to others.
Competent in the use of emails, internet, MS Office and social media platforms.
Excellent all round communication skills and relationship management abilities.
Personal drive, energy, integrity, adaptability and responsibility.

Desirable
Practical mediation skills.
Customer service skills.
Marketing and PR experience.
Management of fundraising operations.
Experience of working with volunteers.
Experience of managing organisational change.
Understanding of conflict and it's impact within communities and organisations.

Further Information
Working Patterns
The role is full time and based at the Charity’s offices in Park House, Horsham but may be
undertaken on a hybrid basis with a mix of working from home and the office. The usual
working hours are 9 am to 5 pm, Monday to Friday but with flexibility to cover some out
of hours meetings and events.
Package
£35,000 - £40,000 p.a. (plus potential bonus).

How to Apply
If you have any questions about this role, or would like to arrange an informal conversation,
please contact Nicky Neal-Smith (Chair of Trustees) via email: NickyNS.wsms@protonmail.com
You can apply for this position by completing the attached application form.
Closing date for applications: 30th June 2022.

