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Governance Secretary 

	Job purpose: 
· Ensure the efficient and effective operation of the internal governance team and governance processes. 
· Ensure compliance with the internal governance framework and requirements. 
· Promote and maintain governance good practice across the governance team.  
· Ensure strategic alignment of governance support and services with key business, policy and stakeholder needs.




	Key responsibilities:
· Support for the Head of Governance as a senior corporate administrator and governance professional to efficiently deliver organisational governance functions.
· Management of resources in the governance team and team leaders to support delivery of quality governance planning and processes for various bodies forming part of the organisational governance framework including the Council and Council Committees; the Board and Board Committees; specialist Policy Advisory Committees; annual and special general meetings.
· Establish, maintain and oversee the scheduling of meetings of various governance bodies during the year and the preparation of agendas and briefing notes; provide guidance and consistency in the preparation of content for meeting papers; ensure timely delivery of agendas and papers and the accurate recording of minutes, actions and decisions; monitor actions designated to the governance team and actions designated to other parts of the organisation; report on matters arising from meetings; and ensure compliance with the UK Corporate Governance Code.
· Administer and coordinate work plans and meeting schedules for the Board and various committees.
· Administer efficient and professional processes for the appointment, induction and appraisal of Board members and other persons appointed or elected to perform roles as members of internal governance bodies.
· Maintain and ensure compliance with internal policies on disclosure requirements including conflicts of interest, gifts and hospitality 
· Ensure confidence in the ability of the governance team to act as an instrument of organisational memory supported by an ordered, accurate and efficient document and records management system.
· Advise on ethical considerations relevant to the operation of the governance framework and advise on solutions.
· Maintain detailed knowledge of key constitutional documents underpinning the governance framework including the Royal Charter, bye laws, internal governance regulations and corporate policies.   
· Maintain and oversee efficient processes for administering expense claims made by persons performing volunteer or independent roles as members of internal governance bodies.
· Maintain forward plans for the work of the Board and committees and contribute to succession planning.
· Maintain good and collaborative working relationships with other teams including the Executive support team, Finance, Legal, and Risk & Assurance.
-

	Knowledge, skills and experience

	Essential
· Significant experience of working as a governance professional and senior corporate administrator. 
· Significant experience and developed understanding of board and committee structures, processes and how they function. 
· Significant experience in a Board Secretary, Committee Secretary or similar role.  
· Demonstrable experience of internal and external stakeholder management, in particular working with and influencing Senior Executives, Board Members and other governance bodies
· Accurate and succinct drafting of papers and reports in a governance environment.
· Advanced IT literacy and skills including MS Office (Word, PowerPoint, Excel and Outlook). 
· Strong written and verbal communication skills and the ability to both explain and understand information and advice.  
· Ability to work well in a rapidly changing and pressured environment, completing a range of tasks accurately and effectively. 
· Ability to resolve competing priorities in workloads and team workloads proactively and efficiently. 
· Strong interpersonal skills, including the ability to work with senior staff and persons performing roles as volunteers or independent members of governance bodies, for example Boards and Committees maintaining positive relationships and confidence as required. 
· Excellent organisational skills including a high level of attention to detail. 
· Proficient in tailoring communications according to the audience. 
· Experience of administering and overseeing records and document management systems, databases and financial processing systems.
· Ability to effectively manage wellbeing being during busy and pressured periods at work, with organisational support as appropriate. 
· Demonstrable experience of proactively supporting commitment to Equality, Diversity and Inclusion at work and a respectful, welcoming and supportive working culture. 
Desirable
· Familiarity with the administration of record and document management systems, databases and finance processing systems.
· An understanding of work in a professional services or membership organisation.
· Some interest in legal and policy issues. 
· Use of CRM (customer relationship management) systems for managing organisational interactions with current and potential customers. 
	



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

	Organisation Chart
· Line managed by Head of Governance. 
· Responsibility for supervision of governance officers  


	Dimensions
· Regular interaction and coordination with external stakeholders including Law Society members and other external persons performing roles as part of the organisation’s governance structure.  
· Regular dealings with the Chief Executive, other executives and senior staff across the Law Society. 
· Project management responsibility. 
· Line management responsibility. 

Operating environment
· The role involves working with external stakeholders who perform roles as part of the organisation’s governance structure and expect high levels of governance support. They may also have competing interests and pressures that require resolution support.  
· High volume of meetings through the year which require efficient scheduling and sequencing to support the delivery of business and strategic objectives. 
· Changing priorities and fluctuating workloads which require agility and flexibility. 
· Workloads that require careful planning and prioritising. 
· Planning, management and delivery of governance projects. 
· Extensive reliance on collaborative working both within the team and with colleagues across the Law Society. 

Location: London
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