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	Job Title
	Governance Manager

	
	Directorate
	People and Organisational Effectiveness

	
	Department
	Governance

	
	Grade
	5

	
	Standard/Premium
	Standard

	
	Reports to
	Senior Governance Manager

	
	Team Management
	


	Role purpose

The Council is our governing body. It sets our strategic direction and holds the Executive to account. Council members are also the charity trustees. The Council is supported by a range of committees.

The Governance team ensures the highest standards of governance and compliance with legal and charitable requirements and best practice. We provide person-centred support and advice to all Council and committee members and the Executive as well as acting as the conduit for all communication and engagement with Council and committee members.

As a Governance Manager you will undertake a range of activities, including the provision of high quality, customer-focused secretariat support at Council/Committee/Board level. Activities may vary depending on the demands on the team but will include responsibility for some or all of the below.



	Key accountabilities
Providing secretariat support 

1. Provide high quality, customer-focused secretariat support to a range of meetings including: planning the annual cycle of meeting dates, forward scheduling, agenda planning, commissioning papers, producing accurate minutes and summary of actions.
2. Provide effective scrutiny of complex Council/Committee/Board papers ensuring quality standards are maintained and providing challenge to senior Executive team members when necessary.
3. Manage annual effectiveness reviews for Council/Committees/Boards, ensuring compliance with best practice. 

4. Ensure the smooth conduct of Council/Committee/Board business, including logistical and all other arrangements.

5. Provide high quality, timely, responsive advice, guidance and support to Council, Committee and Partner members and colleagues at all times, adopting a person-centred approach.
Member selection and support

1. Provide support to Council and committee member selection and reappointment exercises, ensuring compliance with the requirements of the Professional Standards Authority and the Privy Council.

2. Provide support to new member induction and ongoing training activity, including external visits.
Annual reports 

1. Provide draft content for the statutory Annual Report and Accounts as required.

Governance policies and processes

1. Contribute to the redesign and implementation of new constitutional and governance structures and frameworks. Develop or review governance policies and processes ensuring compliance with legal and charitable requirements, recommending improvements in line with good practice.

2. Plan, design and deliver awareness-raising activities across the organisation to promote governance policies.

Communication and relationships 

1. Develop and maintain productive and collaborative working relationships across the organisation including with Council Chair and members, Committee Chairs and Partner members and the Executive team.

2. Develop and maintain constructive working relationships with professional networks to identify and share good practice.


	Standard responsibilities 
There are a number of standard duties and responsibilities that all employees, irrespective of their role and level of seniority within the NMC, are expected to be familiar with and adhere to.
· Comply at all times with the requirements of health and safety regulations to ensure their own wellbeing and that of their colleagues.
· Promote and comply with NMC policies including diversity and equality both in the delivery of services and treatment of others.
· Ensure confidentiality at all times, only releasing confidential information obtained during the course of employment to those acting in an official capacity in accordance with the provisions of the General Data Protection Regulation and the Data Protection Act 2018.

· Comply with NMC protocols on the appropriate use of telephone, email and internet facilities.
· Comply with the principles of risk management in relation to individual and corporate responsibilities.
· Comply with NMC policies and procedures as compiled on the organisation’s intranet.

People management 
· Provide strong leadership and direction and keep performance improvement under review and ensure that performance targets are met.

· Facilitate and support the team to enable it to achieve the department or directorate’s objectives.

· Provide consistent performance management by providing regular feedback, conducting formal reviews, and identifying and addressing business-focussed training and development needs.

· Manage issues relating to conduct and capability, ensuring that such issues are dealt with in a focussed and timely manner.

This job description is not exhaustive and as such the post holder is expected to be flexible. Any changes will only be made following a discussion with the post holder.




	DBS Status
	Basic check 

	Politically Restricted
	No

	Does this role attract any special conditions, e.g. on call, other allowances? 
	N/A
Some out of hours working may be required


	Person Specification


	Job Title: Governance Manager
Grade: 5

	To be identified by:
Application Form (A)

Test/Assessment (T)

Interview (I)

	Essential
Knowledge and experience

· Up-to-date knowledge and experience of public sector and charity governance requirements and good practice.

· Proven track record of providing high quality, customer-focused member support services and undertaking secretariat functions for Council/Committee/Executive level meetings. 

· Proven experience of working with a wide variety of people at all levels, up to, and including Council and Executive directors.

· Experience of working in a politically sensitive environment and with confidential material.

· An understanding of, or ability to quickly understand, professional regulation and the wider context in which the NMC operates.
Skills and abilities

· Excellent minute-taking and written communication skills, able to tailor communications for a wide variety of audiences.

· Exceptional time management, planning, prioritisation and organisational skills. 
· Ability to secure the confidence of Council members, Directors and senior officers and provide authoritative advice on governance matters.
· Excellent customer service skills and a person-centred approach.
· Ablility to build productive relationships and work collaboratively with staff at all levels across the organisation to ensure delivery of corporate outcomes, challenging constructively where necessary.

· Flexibility to respond to changing demands and deliver high quality work under pressure and to tight immoveable deadlines.

· Absolute attention to detail, accuracy and quality. Able to quality assure/proof read a wide range of documentation.

· High standards of integrity and commitment to NMC values and equality, diversity and inclusivity.

· Able to maintain confidentiality at all times.

· ‘Can do’ attitude, able to use initiative, take responsibility and work independently or as part of a team.
· Tenacious, reliable, flexible and responsive and willing to go the extra mile to get the job done.
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