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   	DOC-EXEC-22-11-02
Role of the Director and Deputy Director
                          Document for discussion and decision 
Purpose of this item
To explain to the executive committee the role division foreseen between the Director and Deputy and consult with the executive committee and make decisions on the evolution of the role of the Director of EDF.
Questions for the executive Committee 
· What is your view of the division of work between the Deputy Director and Director?
· Do you have questions, concerns or suggestions on either job description?
· Do you approve of the development of the role of the Director to Executive Director?
Introduction 
At the last executive committee, the President proposed to review the role of the Director in view of the expansion and growth of EDF. This document presents recent evaluation within the EDF secretariat, including the evolving management functions within the EDF team. It also proposes a new Job Title and Description for the Director and describes the division of responsibilities between the Director and Deputy Director. 
Recent evolution of roles in EDF
In recent years, the EDF secretariat has grown from 11 to more than 20 staff. Many existing staff have taken on management responsibilities, managing human and financial resources. There are three staff who manage full teams: 
· Muriel Davia- Finance and HR
· Marion Steff- International Cooperation
· Alejandro Moledo- Policy, Advocacy and Communications 
· Marie Denninghaus- on maternity leave
These staff, with the Director, make up the Management team, which meets at least once per month, and will have management training in the coming month.   The agendas and minutes of the management team are available for all staff on our internal server. 
There are also a range of other staff with longstanding experience in EDF who are evolving in their roles, also taking higher levels of responsibility. All staff will have training in people management in early 2023 and other management training will be offered throughout the year. The purpose is to ensure that staff members are well equipped with skills to manage staff, manage projects and continue to be fulfilled and contribute well within EDF. 
Development of the Deputy Director Position
Before 2015, there was a Director and Deputy in EDF; however, at the recruitment of the current Director, there was no available financial resources to hire a Deputy so this was not done. No recruitment or promotions were done until the financial situation allowed.  Alejandro Moledo assumed the role of Head of Policy in 2020 and was appointed to the role of Deputy Director by the executive committee in 2022. His job description is in Annex 1. 
Division of work between the Director and Deputy Director
The Deputy Director is a member of the management team so contributes to all decision making in the secretariat through management team meetings. He is also the lead on Policy and Advocacy and represents EDF at high level political meetings. He works directly with the President and Executive on Policy and Advocacy matters and his role and authority here is outlined in EDF internal policies and procedures.  The Deputy Director is taking over shaping all of the policy related elements of governing body meetings, and attending the Executive Committee. 
The Director takes the lead in all operational and strategic matters and leads the management team. Whereas the Deputy leads on EU policy and legislative issues, the Director focusses on working with the EDF leadership and staff on HR including policies, recruitment and training, finance and fundraising, governance international cooperation, shaping and developing external partnerships, strategic communications and handling new emerging issues for persons with disabilities and establishment of new fields of work. 
Proposal to change the role of the Director 
It is proposed to develop the role of the Director, to Executive Director.  This will allow for development of higher levels of responsibility at team level. It will also reflect a higher level of operational autonomy of the Director in running of the secretariat in its daily work. The current Job Description is in Annex 2, and the proposed one is in Annex 3. This new job title would also be in line with terminology by other organization in Brussels. If the executive decides to do this, with a pay review, the pay review can be done by the Treasurer and President with external advice to benchmark with other similar brussels organizations. 
[bookmark: _Annex_1_Job]Annex 1 Job description of the Deputy Director and Head of Policy
Appointed June 2022

REPORTS TO: Director of EDF and liaises directly with the EDF President and Executive Committee members on policy issues and related EDF public statements.

Appraisal done by: The Director and President.

PURPOSE OF JOB: To lead and coordinate EDF’s advocacy and policy work in line with EDF’s strategy, to deputise for the Director on policy related matters, particularly those related to the EU, and replace the Director in case of absence. 

MAIN TASKS:
All tasks are to be implemented based on decisions adopted by the Governing Bodies of the EDF and under the supervision of EDF Director.

Overall responsibilities

To assist the Director in defining and implementing EDF’s advocacy, communication, and campaigning objectives at the EU level and to support the EDF policy team
· To monitor developments, policies, and actions of the EU in relation to disability and new policy fields and propose EDF actions as appropriate.
· To provide political intelligence and a political overview to alert the EDF to threats and opportunities for persons with disabilities at EU level.
· Work closely with EDF policy staff and members to coordinate engagement and advocacy work, and on building capacity activities related to EU policies.
· To prioritise external representation in the policy field and represent EDF as needed, including towards the EU institutions and external partners on relevant policy and advocacy issues for EDF. This includes ensuring that EDF choses carefully which representation it does, or order to maximise the effectiveness of EDF staff and elected representatives’ time. 
· To develop EDF strategies towards further legislation and/or initiatives, including taking decisions to engage or not to engage in specific files, based on consultation with EDF governing bodies as needed. 
· To provide expertise on the implementation of related EU adopted legislation, policies, including initiatives derived thereof (e.g., standards). 
· To ensure coherence of the advocacy messaging from EDF towards external partners and advocacy targets.  
· Ensure that EDF’s 4 year and annual workplans clearly define EDF’s advocacy goals, include key partners, and that policy successes are effectively documented and communicated. 

To supervise and empower EDF policy and campaigns staff
· To line manage policy, communications and campaigns staff assisting them in coordination and prioritisation and promoting effectiveness, professional development, and wellbeing in the EDF secretariat.
· Convene regular meetings with them.
· Ensure that the policy team coordinate their leaves well so that there is adequate staffing during busy periods and for important meetings and events.
· Ensure that EDF communications and campaigns are aligned to EDF priorities

To coordinate EDF’s advocacy work towards the European Parliament, and as secretariat to the European Parliament Disability Intergroup liaising closely with the EDF Director, Communications Officer and Events officer.

To ensure that EDF governing bodies- the General Assembly, the Board and Executive Committee are presented with the most important policy issues to take timely decisions to shape EDF’s work. This includes ensuring agendas, documents, presentation, and discussions for those meetings handle the most important policy and campaign issues. 

To collaborate within the EDF secretariat to ensure that policy priorities are effectively integrated into all areas of work including resource mobilization, membership, and communication:
· To ensure policy, communications and campaigns priorities are included in the annual and quadrennial budget.
· To contribute to the recruitment and staff development of policy, communications, and campaigns staff.
· To work with the Director, the Funding and Grants Manager and Finance manager to mobilize financial resources towards EDF’s policy, communications, and campaigns work.

To undertake new tasks as needed by EDF.


[bookmark: _Annex_2_Current]Annex 2 Current job description of the Director

Appointed in January 2015
REPORTS TO: President of EDF and the Executive committee

Appraisal done by the President and Vice Presidents

PURPOSE OF JOB: To ensure the smooth function of EDF as an organisation and to lead and manage the EDF secretariat. Working closely with EDF President, Executive Committee, Board and the wider membership, the Director works to strengthen the disability movement and advance the CRPD seizing political opportunities to advance the rights of persons with disabilities in all relevant policy areas at the EU level.  

MAIN TASKS:
All tasks are to be implemented based on decisions adopted by the Governing Bodies of the EDF and under the supervision of EDF President and Executive

Overall responsibilities

· To ensure EDF operates in accordance with its statutes and in line with Belgian law and best practice in disability inclusion and accessibility 
· To oversee the planning and evaluation of EDF governing body meetings and political meetings 
· To ensure EDF policies and procedures are developed and implemented 
· To ensure EDF has a relevant and up to date strategy and workplan and adequate resources to carry out its work
· To ensure the monitoring and evaluation of EDFs work
· To ensure EDF monitors and takes measures to off set risks
· To manage, supervise, support and build capacity within the EDF team (convene regular staff meetings, one to one meetings with management staff, to plan trainings and workshops)
· To shape and manage EDF representation towards EU and international partners and institutions
· To work together with EDF members and partners to continuously strengthen the European Disability Movement 

To undertake new tasks as needed by EDF

[bookmark: _Annex_3_Proposal]Annex 3 Proposal of Role of Executive Director  

REPORTS TO: President of EDF and the Executive committee

PURPOSE OF JOB: To ensure the smooth function of EDF as an organisation and to lead and manage the EDF secretariat. Working closely with EDF President, Executive Committee, Board and the wider membership, the Executive Director works to strengthen the disability movement, participate in high level meetings and advance the CRPD seizing political opportunities to advance the rights of persons with disabilities in all relevant policy areas at the EU level.  

MAIN TASKS:
All tasks are to be implemented based on decisions adopted by the Governing Bodies of the EDF and under the supervision of EDF President and Executive Committee. 

Overall responsibilities

· To ensure that the Executive Committee and Board of EDF are informed of all strategic developments concerning persons with disabilities at the EU level, and are involved with good quality and timely information and discussion in all key decisions 
· To liaise with the President and Executive to shape EDF external representation in key for a- ensuring political representation of EDF from the EDF when needed, and nominating EDF staff, including Executive Director and Deputy where appropriate
· To ensure that EDF has the human and financial resources, and the strategies and relationships in Brussels to fulfill its work as a unique umbrella DPO for the European region
· To ensure EDF operates in accordance with its statutes and in line with Belgian law and best practice in disability inclusion and accessibility 
· To oversee the planning and evaluation of EDF governing body meetings and political meetings 
· To continuously improve EDFs functioning as an organisation  
· To ensure EDF has a relevant and up to date strategy and workplan with adequate financial resources and staff to carry out its work
· To ensure the monitoring and evaluation of EDFs work
· To ensure EDF monitors and takes measures to off set risks
· To manage, supervise, support and build capacity within the EDF Secretariat (convene regular staff meetings, one to one meetings with management staff, to plan trainings and workshops, analyze capacity gaps, career and succession planning)
· To develop and lead the Management Team in EDF including analysis the current strengths, development needs and future planning 
· To shape and manage EDF representation towards EU and international partners and institutions
· To work together with EDF members and partners to continuously strengthen the European Disability Movement 
· To boost and strategize for an effective overall communication around EDF and its public image 

To undertake new tasks as needed by EDF

 
[image: ]1
image1.png




image2.png
EUROPEAN
DISABILITY

FORUM





image3.jpeg
Funded by
the European Union





image4.jpeg
Avenue des Arts 7-8 Tel+3223290059 info@edf-feph.org
B1210 Brussels - Belgium Fax+322329 0059 www.edf-feph.org




