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Governance Team Leader – Member Advisory Committees

	Job purpose: 

To work as a manager in the governance team leading the performance, workload and day-to-day administration of governance support for 25 member advisory committees who play a central role in supporting the delivery of the Law Society’s missions and strategic goals in the development and delivery of policy proposals and wider support to the Society’s members. 
Ensure strategic alignment between governance support for the member advisory committees; the Society’s organisational needs; and the needs of key external stakeholders. 




	Key responsibilities:
· Leads a team of governance officers (currently 7) providing support to member advisory committees and a Committee Chairs Committee (combining the Chairs of the various member advisory committees). 
· Detailed understanding of the broad policy agenda supported by  the member advisory committees to deliver the Law Society’s strategic missions and goals, and the relationship between that work and the Society’s wider membership offer.
· Drives improved collaborative working between the member advisory committees.
· Ensures that high-quality organisational, logistical and administrative support is provided to the specialist member advisory committees, also in their relationship with the Law Society Council, Board and Board Committees.
· Supports the Policy team and the Member Experience & Services team in embedding the common terms of reference for the member advisory committees and ensuring compliance with organisational strategic reporting on the work of those committees.  
· Takes responsibility for the day-to-day management of a team of governance officers supporting the member advisory committees, sets objectives and conducts performance management including regular one-to-one meetings, appraisals and development reviews. 
· Provides consistent and pragmatic advice, instructions and quality checks on the work of team members.
· Provides specialist governance training and guidance to the governance officers supporting the member advisory committees and to the members of those committees. 
· Supports the implementation of new ways of working developed through the Society’s Get Involved strategy. 
· Maintains clear and consistent processes with the Volunteer Manager to identify and deliver support for new and developing member volunteer structures created via the Member Advisory Forum.
· Works with colleagues to support  governance processes including  appointments to the member advisory committees, specialist induction and training on the work of those committees, and financial processes. 
· Develops and implements work strategies for the team of governance officers to provide governance support for the member advisory committees in line with aspects of the business plan and strategy that are relevant to the work of those committees, maximising efficiency in the processes used to review, approve and track progress. 
· Contributes to driving continuous improvement and modernisation of governance support for member advisory committees through proactive review of delivery and feedback from staff and committee members.
· Maintains and enhances electronic records management and adoption of new systems to improve efficiency and accuracy.
· With the Head of Governance and the Governance Secretary, co-ordinates an annual programme of work to provide governance support for the member advisory committees, ensuring achievement of appropriate and timely sequencing of activities to allow the business of the committees to flow smoothly.
· Supports effective communication, engagement and relationships between staff and members of the member advisory committees.
· Maintains clear and consistent processes with the Internal Communications and Member Communications teams to enable appropriate and timely communications to members of the member advisory committees and wider membership.
· Supports the continuous development of the diversity and inclusion profile of members of the member advisory committees, working with the Volunteer Manager.
· Provides support and when required management of projects related to corporate governance.


	Knowledge, skills and experience

	Essential
· A confident leader with experience of managing governance teams in a specialist policy environment.
· Project management skills and experience to deliver governance support for programmes of organisational change and performance improvement including leadership and resource management; reporting on progress and results for project execution and completion; effective communication; problem-solving; risk and budget management; stakeholder management; and critical thinking. 
· An interest in and the ability to understand the policy landscape in which the member advisory committees work  and to develop a broad awareness of membership needs.
· Proven experience in providing leadership, advice and support in a complex governance structure.
· Broad understanding of the Law Society’s strategic priorities and goals. 
· Ability to take day-to-day responsibility for managing, motivating, appraising and developing staff working in a policy-focused governance team. 
· Advanced IT literacy skills and experience of working with MS Office including Teams, SharePoint, Word, PowerPoint, Excel and Outlook. 
· Strong written and verbal communication skills and the ability to understand and explain information and advice easily and succinctly. 
· Ability to work well in a rapidly changing and pressured policy environment, completing a range of tasks accurately and effectively. 
· Ability to resolve competing priorities in workloads proactively and efficiently. 
· Strong interpersonal skills, including the ability to work with colleagues at different levels including staff and committee chairs and members, maintaining tact and diplomacy at all times. 
· Excellent organisational skills including a high level of attention to detail. 
· Proficient in tailoring communications according to the audience. 
· Experience of undertaking regular and robust evaluation of delivery and using it to inform continuous improvement
· Ability to effectively manage wellbeing during busy and pressured periods with support from the Law Society as appropriate. 
· A proactive approach to supporting the Law Society’s  commitment to equality, diversity and inclusion and to proactively supporting a respectful, welcoming and supportive working culture. 
Desirable
· Familiarity with management of databases and with office finance processing systems.
· Some understanding of work in a professional services and/or membership organisation.
· Some interest in legal issues and the wider legal policy agenda.
· Use of Microsoft D365 to manage a database of members, customers or volunteers.
	




	Planning & Organising
The role requires a significant level of planning,  organising and management on both a long-term and day-to-day basis.

	Organisation Chart
· Line managed by Head of Governance. 
· Responsibility for line management of governance officers as required. 


	Dimensions
· Responsible for functions which are high-profile within the Society. 
· Liaison with external stakeholders and influential members working in the Law Society's governance framework as committee members. 
· Regular dealings with General Counsel, Chief Executive and other senior staff across the Law Society. 
· Project management responsibility. 
· Line management responsibility. 

Operating environment
· Working with committee members who are volunteer members of the legal profession, the majority of whom have other competing duties and pressures and high expectations of their volunteer involvement with the Law Society and the quality of support they receive. 
· Large number of meetings which need to be scheduled with appropriate sequencing to allow business to flow smoothly. 
· Changing priorities and fluctuating workloads which means that flexibility is at a premium. 
· The need to plan and organise demanding and complex workloads, also for  others. 
· Planning, management and delivery of projects. 
· Extensive reliance on collaborative working both within the team and with colleagues across the Law Society. 

Financial responsibility
Creative Responsibility
Analytical Responsibility

Location: London
	




image1.png
The Law
Society

ek




