
 

Job Description 
 
Job Title:  Chief Executive 
 
Responsible to: The Board of Trustees  
 
Responsible For: All employees of the Association, through appropriate line structures 
 
 
Purpose of Job 
 
To provide direction and staff leadership for Abertay Students’ Association to enable it to 
deliver continuously improving services to the students of Abertay University.  To manage 
the organisation on behalf of the Board of Trustees and to provide support for the elected 
officers of the Association. 
 
 
Main Duties and Responsibilities: 
 
1. To facilitate the development and delivery of a long-term strategy for the 

Association.  To ensure establishment of annual plans and goals.  To be responsible 
for effective delivery of these plans. 

 
2. To lead the Association staff team.  To be responsible for effective recruitment, 

training, appraisal and development of staff.  To ensure effective communication of 
Association plans and objectives to all staff.  To be responsible for handling all 
disciplinary and grievance issues within the staff team. 

 
3. To be an agent of change and of continuity for the organisation.  This includes 

bringing forward proposals and plans to the trustees, following agreed initiatives 
through from one officer team to the next and supporting their effective transition. 

 
4. To support and advise the Board of Trustees.  To provide regular updates for the 

Board on progress against agreed plans and financial performance.  To advise the 
Board on responsibilities under all relevant legislation, including Charities and 
Education Acts. 

 
5. To be responsible for the production of business and finance plans for the 

Association; including ensuring production of management accounts and financial 
reports to the Trustees.  To be responsible for effective delivery of targets set out in 
these plans.  To prepare timely annual budgets and block grant submissions. 

 
6. To ensure effective communication of all Association activities and services to the 

student membership and others as appropriate, including appropriate stakeholder 
consultation. 

 



7. To support and mentor all elected officers (full and part-time) including planning and 
delivery of training and development programmes.  To co-ordinate the support of 
delivery of officers’ annual plans. 

 
8. To build strong and constructive working relationships with key stakeholders within 

the University, the National Union of Students (NUS), the city of Dundee and beyond. 
 
9. To be responsible for the development of standards and performance 

measurements for the Association to monitor delivery of quality services to all users. 
 
10. To be responsible for all statutory returns and compliance and liaison with all key 

statutory bodies including OSCR, HMRC, Data Protection Registrar etc. 
 
11. To be ultimately responsible for health and safety within the Students’ Association 

and to ensure Abertay SA compliance with Abertay University Health and Safety 
policy. 

 
 
General 
 
The Chief Executive is, alongside the officers, a key advocate for the Students’ Association 
and is expected to display the highest levels of personal and professional integrity at all 
times and to always act in a way which reflects positively on the Association. 
 
The normal hours of the Association are 36.5 hours per week although the Chief Executive is 
expected to work those hours necessary to complete the tasks required.  This will include 
some evening work and very occasional weekend working (Freshers’ week).  No overtime is 
payable but TOIL may be taken by prior agreement with the President. 
 
This job description describes the major duties associated with the post.  It is not intended 
to be exhaustive and it should not be assumed that other duties of a similar level/nature 
appropriate to the role of Chief Executive are not excluded simply because they are not 
listed.  Similarly, it should be recognised that the duties of the post may alter due to changes 
in legislation or policy.  Where such changes occur, training may be given to enable the post-
holder to undertake the new or varied work. 
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