
JOB DESCRIPTION - Executive Director

Job Title Executive Director (ED) Reports to Board of Trustees

Location TBC - Remote Date Updated August 2021

The Executive Director (ED) is primarily responsible for the effective leadership of the organisation
and execution of the Board of Trustees agreed strategic objectives & mission.

The ED is accountable for day-to-day management of all activities of the organisation.

Communication to and management of key stakeholders is also a key responsibility of the ED.

Positions directly
supervised

ISTA staff, contractors and
consultants

Number of
indirect reports

TBA

Position peers N/A to this role Position authority
level

Executive

Working
relationships

Internal: Board of Trustees
Executive Team
Accounting and administration team

External: Partners, including IBO
Patron & HLMs
Member Schools & Individuals
ISTA Artists
Contractors
Consultants
Stakeholders
Donors

ACCOUNTABILITIES

Key Area Standards of Performance

Strategic Planning
and Implementation

■ Lead, in collaboration with the Board of Trustees (BoT), the
development of ISTA’s strategy. Including: mission, vision and
values.

■ Implement ISTA’s short and long term plans in accordance with its
strategy, conceptualising and generating new projects and
initiatives.

■ Ensure ISTA is appropriately organised and resourced to
achieve the strategic objectives.

■ Develop and implement, in collaboration with the BoT,



monitoring and evaluation frameworks to capture progress
toward KPIs and quality of experience for beneficiaries and
stakeholders

■ Develop and improve ISTA’s systems, procedures, policies, and
standards

■ Communicate the strategic plan to relevant parties in an
appropriate manner.

■ Identify and report on risks in the strategic plan and develop risk
mitigation strategies.

■ Make informed decisions in the context of ISTA and global
factors and deliver outcomes within required time frames

■ Lead due diligence reviews of competitors

Leadership and
Management

Manage employees and contractors effectively and:
■ Provide oversight of ISTA’s activities, manage day-to-day

operations, and ensure a smooth functioning and efficient
organisation

■ Develop and maintain an effective organisational structure that
reflects the needs of ISTA.

■ Set challenging goals, KPIs and performance standards for
yourself and your team(s) based on the monitoring framework.

■ Adapt to change and develop effective change implementation
strategies.

■ Delegate levels of authority, responsibility and accountability
appropriate for the achievement of goals and individual
challenges, coaching direct reports to improve their performance
as appropriate.

■ Direct and motivate ISTA staff and artists.

Practice consistent and visible leadership behaviour and:
■ Work cooperatively and collaboratively with others to

achieve better business outcomes.
■ Actively demonstrate respect for self and others.
■ Act with honesty, outstanding ethics and integrity.
■ Adapt appropriately when working in culturally diverse

environments.
■ Create a cooperative team environment by fostering mutual trust

and respect.

Budgeting, Financial
Management and
Reporting

■ Develop and maintain the organisation’s operating budgets

■ Oversee and manage event and project budgets
■ Ensure delivery of accurate and complete financial information

to the BoT and Executive team on a timely basis.
■ Carry out detailed financial evaluation by developing annual

strategic objectives, operating plans, and budgets.

■ Produce performance reports on the strategic success and
profitability of projects.

■ Identify and develop strategies to minimise project and
organisational costs.

■ Consistently monitor and report material variances in the
budget.

■ Meet all statutory financial reporting requirements.



Health, Safety,
Environment and
Social
Responsibility

■ Demonstrate a strong focus on health, safety, environment and
social responsibility:

■     Accountable for personal safety and the safety of others whilst
protecting the environment.

■ Work closely with the Operations Manager (OM) to proactively
identify and report health and safety risks.

■ Actively promote safety and environmental initiatives.
■ Display genuine care for our people, environment, communities

and assets.
■ Comply at all times with relevant laws, regulations and policies

both internal and external when operating in any country
globally.

■ Develop and implement a safety risk register.

Stakeholder and
Donor Relations

■ Together with the BoT ensure ISTA's communications with
stakeholders are managed effectively and in accordance with
applicable legal and regulatory requirements.

■ Develop and maintain relationships with the International
Baccalaureate Organization

■ Supervise and ensure all marketing related activities are in-line
with strategic objectives.

■ Oversee and manage press announcements for ISTA.
■ Serve as a spokesperson and promote positive relationships with

stakeholders and the general public to advance the interests of
ISTA.

Governance, Legal
and Risk

■ Assess the principal risks for ISTA and ensure that these risks
are being monitored, managed and reported on.

■ Establish, maintain and ensure the implementation of ISTA’s
disclosure controls and procedures, internal controls over
financial reporting, and processes for the certification of the
public disclosure documents required under applicable
legislation in the UK and the countries we operate.

■ Ensure the filing of all legal and regulatory documents and
monitor compliance with relevant laws and regulations.

■ Work with the Board to enable ISTA to fulfil its governance and
legal responsibilities.

■ Ensure the principal business risks of ISTA are managed.

Continuous
Improvement

■ Participate in the continual review of ISTA’s procedures and
make recommendations, through proactive involvement in a
team environment.

■ Remain aware of evolving technology that may be applicable to
ISTA, through an ongoing review of relevant industry literature
and operations.

■ Ensure integrity of feedback from events, as well as the
consistency and standard of event quality.

■ Undertake efficiency reviews to update procedures and policies,
as required.

■ Ensure all of ISTA’s systems, procedures, policies and standards
are aligned with best practice.



DECISION MAKING AUTHORITY

Expenditure Capital expenditure up to £25,000
Operating expenses up to £20,000
Contract expenses up to £20,000
Above relates to budget approved invoices / commitments

Recruitment and
Employment

Responsible for hiring direct reports that are not part of the Staff
Management Team; Consultants and contractors

UNIQUE ASPECTS OF POSITION

This position is expected to work outside of standard office hours. You will work across many time
zones for meetings and presentations.

As ISTA is a virtual organisation, you will work from your home office.

POSITION HOLDER REQUIREMENTS

Formal
Qualifications

■ Tertiary qualifications in theatre, education or business
management

■ Additional postgraduate studies would be favourable.

Experience, Skills,
Knowledge and
Traits

■ A minimum of 10-15+ years experience in international theatre
and education

■ Budgeting, financial management and evaluation proficiency.
■ High levels of credibility.
■ The ability of influencing others in achieving organisation

objectives and mission
■ Clear and concise communication skills (verbal and written)
■ Tenacity, high energy levels, can operate ‘on the go’ and doesn’t

need a big team around them.
■ Prior experience in working on a global scale with a variety of

stakeholders.
■ Ability to manage and operate effectively in culturally diverse

regions and environments.
■ Ability to create a company culture that celebrates diversity,

equity and Inclusion.
■ A current passport.

UPDATED    August 2021


