INLAND
WATERWAYS

ASSOCIATION

IWA GENERAL MANAGER

VACANCY PACK

This pack contains all the information you need to apply, including:

APPLICANT LETTER
Details on how to apply plus closing date

USEFUL INFORMATION
Details on our Diversity Policy statement, how we use CVs, expenses, shortlisting,

final listing and pre-employment checks and UK Identification requirements

JOB DESCRIPTION
A breakdown of the vacancy, including the purpose of the job, requirements and

responsibilities

PERSON SPECIFICATION
A list of criteria that potential candidates should aim to meet

SEPARATE WORD FORMAT APPLICATION FORM
Applicants are encouraged to complete electronically and return by e-mail. Please

just return the completed application form and your CV. Please do not include these
seven pages of this job application pack with your application.
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Dear Applicant
IWA General Manager

Thank you for your enquiry regarding our advertised vacancy for a General Manager. An
application form is enclosed, together with a job description and person specification.

If you require any further information about this position, please contact either of the
Trustees handling the recruitment process, colin.porter@waterways.org.uk or

hannah.riglev@waterways.org.uk.

Please complete the enclosed application form electronically. Please refer to the person
specification when completing the form. Your completed application form should clearly
describe how you meet each of the criteria that have been identified as being necessary for
this post as this will form the basis of shortlisting candidates. Please enclose your CV, as
it may be referred to for supplementary information; however, please ensure that all the
questions asked on the application form are fully answered.

Completed forms should be returned by email to jobs@waterways.org.uk.

We will be processing applications as we receive them. The closing date for
receiving completed application forms is 9gam on Monday 10t August 2026.

As a charity, we try to keep our administrative costs to a minimum and therefore we shall
only be able to advise unsuccessful candidates by e-mail. It is not our policy to discuss
reasons for shortlisting individual applicants.

We look forward to receiving your application in due course.

Tracy Higgin
Administration Manager

tracy.higgin@waterways.org.uk
01494 783 453 ext 601.

Brief Summary

Salary: £30,000 - £40,000 per annum (equal to full-time equivalent salary of £50,000 -
£66,600 pa, depending on experience and qualifications) + 7% pension contribution.

Hours: 21 hours per week over 5 days. Some flexibility in the allocation of time over the
week is required.

Contract: Permanent

Location: Berkhamsted, Hertfordshire. Some flexibility over work location will be possible,
but generally at least one day a week should be spent in the Head Office in Berkhamsted.
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USEFUL INFORMATION

DIVERSITY POLICY STATEMENT

IWA aims to ensure that all staff, volunteers, partners, clients, contractors, members and the
general public are treated fairly. This will be regardless of sex, sexual orientation, gender re-
assignment, marital or civil partnership status, race (including colour, nationality, ethnicity,
or national origin), disability, medical status, age, religion or belief, political opinion, social
or economic status, or ex-offender status - unless it can be shown to be justified

USE OF CURRICULUM VITAE (CV’s)

Our policy is to recruit and employ our employees on the basis of their suitability for the
work to be done. An application form allows us to compare individuals based on like for like
information and as such we do not accept a CV unless accompanied by a fully completed
application.

SHORTLISTING

IWA is an equal opportunities employer, and we are committed to ensuring all applications
are treated fairly. Applications are sought only from those eligible to work in the UK in the
first instance.

All applications are subject to our shortlisting process where we only assess information
provided against the Person Specification. If you are shortlisted, we will contact you and
invite you to attend an on-line interview. You will also be advised at this point if there will be
any skills test, presentations etc.

We will endeavour to advise you by e-mail if you have not been shortlisted. If this is the case,
please do not be discouraged from re-applying as your skills and experience may be just what
we need for our next vacancy. We also have a number of volunteering opportunities across
the organisation.

FINAL LISTING

Following shortlisting, successful applicants will be invited to a face-to-face interview to be
held at the Association’s Head Office in Berkhamsted. It is envisaged that this will be in late
August or early September.

EXPENSES
IWA will cover the cost of travel expenses for attending face-to-face interviews up to
maximum of £50 per interview. Receipts will be required to process expenses.

PRIVACY STATEMENT

IWA will retain your application form and the personal data contained therein for the
duration of employment of the successful candidate plus a maximum of 6 years, to satisfy
legal requirements. Applications from unsuccessful candidates will be securely destroyed
within six months of the closing date for applications.

PRE- EMPLOYMENT CHECKS
All offers of employment are made subject to the following criteria:

Proof of eligibility to work in the UK

Proof of UK Residency

Satisfactory Pre Employment Health Check
Two references satisfactory to the Association.
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JOB DESCRIPTION

Job title: General Manager

Location of job: IWA Head Office (Berkhamsted)

Hours: 21 hours per week over the 5 days, with some flexibility over
actual days worked and location, but generally one day a week
in the Head Office.

Contract: Permanent

Post holder reports to:  Chair of Trustees

BACKGROUND

The Inland Waterways Association (IWA) is the only independent, national charity
supporting and regenerating Britain’s rivers and canals for leisure, living and business. We
campaign both locally and nationally for the waterways; lobbying parliament, championing
regeneration, promoting sustainability and the environment and raising waterways users
concerns. We also love to roll up our sleeves and get involved with direct work on the
waterways, both through local branch activities and through the hands-on activities of our
Waterways Recovery Group.

At its heart IWA is a membership organisation, with around 8,000 individual members and
over a hundred affiliated waterways organisations, groups and businesses. Having just
celebrated the 8oth anniversary of our founding in 1946, we continue to build on our legacy
of campaigning, action and delivery for the future.

We are looking for an experienced and enthusiastic manager to co-ordinate the day-to-day
operation of the charity. Reporting to the chair of the Trustees and with a small team of
permanent staff focused on three areas — Campaigning, Restoration and Support, your prime
responsibility will be to ensure the smooth running of the charity.

As an experienced manager you will have experience of all areas of business management:
marketing, finance, human resources as well as the myriad issues common to all small
charities and businesses. An experienced communicator and active people manager, you will
be able to bring your skills to both managing the staff and integrating their work with that
done by trustees and other volunteers for the Association.

The role may involve some out of office hours work.

PURPOSE AND SCOPE

Responsible for directing and managing the Association to implement the decisions of the
Trustees in an efficient and economical manner to a high standard in compliance with
company and charity law. Most of the role’s work will be achieved by effective delegation,
empowerment, and management of others.

Accountability: Accountable to the Trustees, through their chair. Meeting regularly with
the Chair and reporting to trustee meetings, usually attending on online for all or part of the
meetings.

Authority as line manager: Enable and manage staff team to fulfil their roles recognising
that each is specialist in their own role.
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SPECIFIC TASKS, DUTIES AND RESPONSIBILITIES

To develop and manage a realistic annual workplan with the Senior Leadership
Team, within resources, for Trustee approval, this plan will allow for contingencies and
flexibilities to meet service needs, including:

1.

10.
11.

12.
13.

14.
15.

16.

17.

18.
19.

To be the General Manager of the Association and implement the decisions of
the Association’s Trustees by taking executive action or by direction through other
Association Officers, staff or its committees.

To lead a Senior Leadership Team to ensure that staff work well together and run
an effective and responsive central organisation seeking assistance from volunteers as
required.

To prepare and present reports to Trustees as per an agreed reporting cycle.
To lead and manage the Association’s staff to ensure that they can fulfil their
roles, in a harmonious and aspirational team, supporting them in delivering their
responsibilities using their expertise and experience to the full.

Control and report all expenditure as set by the Finance Committee and ensure
that all income and expenditure is managed in accordance with agreed procedures.
Ensure that the administrative requirements are developed and carried out
efficiently and economically.

To lead on paid staff HR issues with appropriate support as needed.

To ensure that the office is a focal point of contact for internal and external
enquiries, working closely with the Director of Campaigns and Public Affairs and
ensure that all correspondence through the office is dealt with effectively through
official channels.

To liaise with senior officers of the Canal & River Trust, Environment
Agency, other navigation authorities, and partner organisations to represent the
association and pursue its work. These duties are likely to be shared with others, such
as topic chairs.

To ensure that the requirements of the Articles of Association; the Registrar
of Companies and the Charities Commission are complied with.

To lead on risk management and ensure that key risks are reported to Trustees.
This includes health, safety, safeguarding, personnel and building security and matters
arising through audits.

To lead on IT matters with appropriate support and ensure legal and good practice
compliance.

To ensure a programme of personnel development to equip the organisation to
respond to changes and opportunities.

To manage the complaints procedure.

To ensure that the membership functions work well and oversee initiatives to
boost membership.

Ensure that the agreed programme of events and other public facing activities
including the AGM are delivered to a high standard.

Liaise with key volunteer officers in branches and groups regarding,
resources, staff support, reporting, and compliance, within agreed governance
arrangements.

Ensure that the IWA Insurance services are effectively delivered.

To have a comprehensive overview of organisational assets, activity, and
reputation ensuring that all activities are on a proper legal basis, especially in
unusual circumstances (e.g. inheritance of a property) disputes with partner
organisations or untimely vacancies. In every case bringing in advising or specialist
support as needed, and referring up to Trustees as needed.
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PERSON SPECIFICATION

An experienced and enthusiastic manager with a broad skill set able to co-ordinate the day-
to-day operations of the charity. The role has full day to day responsibility for the operation
of the Association including responsibility for HR, accounts, administration, implementing
campaigns, marketing, sales and volunteer support.

Reporting to the Chair of the Trustees, and with a small team of permanent staff, the role is
to ensure the smooth running of the charity implementing the strategic direction, plans and
campaigns developed by and with the Trustees.

Whilst this is a largely internal role, there will be contact with external organisations at
various levels of seniority.

Experience in office systems, IT generally and social media would be of particular benefit as
would some knowledge and experience of the inland waterways.

ROLE AND REQUIREMENTS

Liaison (Internal): The IWA Trustee Chair and Trustees, IWA staff, IWA committees,
regions, branches and working groups.

Liaison (External): As necessary and in liaison with relevant chairs; navigation and other
public authorities, partner organisations, events venues etc.

Qualifications required: Relevant qualifications to be considered alongside experience.

Experience and aptitude required:

e Relevant experience of leading/managing an organisation or function with clear ideas
about how performance can be managed and improved.

e Management of staff and other aspects of good HR practice.

e Office procedures and controls including financial, safety, record keeping.

¢ Inclusive approach to enabling a wider diversity of people to be involved and creating
a culture in which staff and volunteers are retained and can progress through the
organisation.

Knowledge or skills required:

e Able to manage, work well with, and motivate a diverse group of staff, volunteers and
trustees.

e Must be able to use office IT programmes including MS Word, Excel, PowerPoint,
Teams and Sharepoint or their equivalent.

e Familiarity with IWA, a similar organisation, or waterways in general; able to talk
about the IWA’s objectives and campaigns.

e Relevant experience and/or understanding of prioritising own work and that of the
staff team.

e Be able to manage workloads within capacity, enabling those above and below to do
fulfil their roles well.

e Excellent communications skills, written and verbal,

¢ Understanding of matters that require definitive action and firm deadlines.

e Be able to represent the organisation and waterways at all levels.
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Other desirable attributes

e Good knowledge of relevant processes and procedures and ability to meet deadlines.

e Flexible approach to work, managing own time and others well within the capacity
available.

¢ Good leadership and team working skills building effective working relationships
with key volunteers and staff.

e Self-motivated — aware that this post is principally to enable and motivate others,
including volunteers others to achieve in their roles.

e Ability to work well under pressure with high standards of accuracy.

e Experience of fundraising activities.





