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Head of Governance 

	Job purpose: 
Leading the organisation into a new era of building and maintaining a modern, efficient and effective governance team and function by demonstrating a combination of advanced leadership skills together with communication, technological and risk management skills. 
Enabling effective engagement with, and oversight from, our Board, Council and committees to achieve our strategic goals. 
Ensuring the governance function is integrated with the wider organisation to add value to planning and decision-making aligned with key strategic programmes, and with a focus on continuous improvement. 



	Key Accountabilities: 
· Lead and manage the Governance and Executive Office teams, with a focus on continuous improvement (including the development of modern systems and efficient processes), capability building and building relationships across the organisation.
· Drive a culture across the organisation where modern governance practices are understood and seen as essential to the smooth and effective running of the organisation, adding value as a key enabler to achieving the organisation’s strategic goals.
· Establish and maintain modern governance standards that are high quality, align with the organisation’s strategy, and meet all relevant regulations and best practice requirements.
· Be a trusted partner providing advice and leadership to the Governance team, Executive team, Office Holders, Board and others in line with best practice in governance and stakeholder engagement and promote ethical and organisational behaviour standards.
· Be a key contact for the Board chair and Office Holders, and work closely with the General Counsel, Chief Executive and Executive Team to ensure they are fully supported on governance issues in performing their roles.
· Support the General Counsel in advising on key constitutional aspects of the organisation including its Royal Charter, internal regulations and bye laws.
· Proactively identify and advise on governance and regulatory risks and issues for consideration by the Board, Council and their committees, working closely with the Chief Executive, Executive team and Risk & Assurance team to prioritise, coordinate and ensure that appropriate and proportionate actions are taken.
· Ensure the efficient and effective functioning of the Board, Council and their respective committees.
· Oversee the planning and implementation of election, appointment, recruitment, induction and succession processes for Office Holders, the Council, the Board and various committees ensuring high quality and consistent practices.
· Oversee administrative governance support for the Council, Board and committee meetings through the year including the timely and consistent preparation for meetings including high quality agendas, papers and briefings, and the preparation of accurate and high-quality minutes. 
· Draft sensitive and complex correspondence on matters of importance to the reputation of the Society and the solicitor profession. Prepare papers, briefings, reports and presentations for demanding and sophisticated audiences.
· Lead on delivering key governance events in collaboration with key colleagues, for example Council and Board meetings, Annual General Meetings and Special General Meetings, Office Holder elections, Presidential inauguration, Council and Board dinners, and Council/Board strategic planning events.
· Ensure high quality and consistent engagement and communications with the Board, Council and committees. 
· Ensure high quality and consistent engagement and communications with colleagues and stakeholders across the organisation. 
· Lead on procurement processes for specialist external consultancy services.  

	Knowledge, skills and experience

Essential:
· Strong leader and manager with proven ability to lead, develop and motivate a team. 
· Previous management responsibility for governance functions in a similarly complex environment and with responsibility for large governance teams.  
· Excellent knowledge of formal organisational governance rules and requirements. 
· Experience of working closely with directors, Office Holders, Board chairs or similar, and successfully managing Boards and committees.
· Understanding of organisational strategy and how governance underpins delivery. 
· Excellent interpersonal and soft skills including effective verbal and written communication; professional presentation of accurate and succinct briefings and reports (in person or in a hybrid environment) with the ability to articulate complex information in a clear and concise manner; active listening; fostering collaboration and building trusted relationships with colleagues and stakeholders across the organisation and externally; and facilitating team meetings and committee meetings with confident leadership. 
· Excellent technical skills including the drafting of policies, formal briefings and papers to the Board and Council, amendments to the Society’s internal regulations and bye laws, and procurement documents for external consultancy services. 
· Excellent influencing and negotiation skills. 
· Excellent organisational skills and ability to effectively prioritise a heavy workload and balance competing demands, both personally and across a large Governance team.
· Proven experience of leading organisational change. 
· Proven ability to improve processes and ways of working in a governance environment. 
· Proven ability to work across organisational boundaries to get things done. 
· Excellent problem-solving skills. 
· A proactive approach and commitment to supporting organisational commitment to Equality, Diversity and Inclusion at work, including proactive support for a respectful and welcoming working culture. 
· Ability to effectively manage wellbeing during busy and pressured periods at work, with organisational support  as appropriate. 
· Advanced skills in using key tools such as MS Office, Teams, SharePoint, Word, Outlook, PowerPoint etc, and the ability to quickly learn new tools and systems including EasyConf Connect.  

	




	Desirable:

· Demonstrable experience in the competency areas identified in the Chartered Governance Institute’s Competency Framework (Values, Practice and Knowledge). 
· Experience of working in a governance environment in a membership organisation.
· Experience of working with executive, risk & assurance and legal teams.
· 
 
	Organisation Chart

Line managed by the General Counsel 
Responsibility for line management of governance team leaders, governance secretary and executive office support 

	
Dimensions
· Administrative management responsibility.
· Project management responsibility. 
· Line management responsibility. 

Operating environment
· Responsibility for enabling communications between and with the Chief Executive team, Office Holders,  General Counsel and the wider organisation.
· Requirement to liaise effectively across the organisation on behalf of the Chief Executive  team and Governance team.

Financial responsibility – budget accountability 



Analytical Responsibility - significant level of working confidently and pro-actively on own initiative in a  managerial environment which requires  autonomous and professional judgement. 

Location - combination of office (Chancery Lane) and working from home.
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