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	JOB DESCRIPTION



	1. JOB DETAILS

	JOB TITLE
	GOVERNANCE ASSISTANT (22.5 hrs) Maternity Cover contract

	REPORTS TO
	Company Secretary

	DIRECT REPORTS
	None

	TEAM
	Governance

	LOCATION
	Morfa Gele, Abergele

	SALARY DETAILS
	Grade 5 

	2. PURPOSE 

	To provide an effective, efficient and flexible administration service which supports good governance and effective relationship management throughout the organisation, reporting to the Company Secretary and working particularly closely with the Executive Leadership Team (ELT) and Board members. 

	3. DIMENSIONS Scale & Diversity

	Board and Committee meetings (for Parent & Subsidiaries companies): approx. 30 meetings per year. 
Relief PA duties to the Executive Leadership Team approximately 6-10 weeks of the year
Administration to support the decision making process for corporate sponsorship and donations policy (approx. 50 in the year)
Co-ordination of Board and Co-optee member’s activities, for up to 25 people (including annual appraisals, development activities approx. 6 per annum, managing communications and declarations of interest etc). 
Providing cover for Governance Team colleagues due to planned and un-planned absence and re-assignment of tasks in periods of high activity to meet the needs of the business will require flexibility and may occasionally require working additional hours.
Assistance with moving, arranging and advising on meeting room layout, delivering catering provisions and equipment set up requires flexibility and excellent timekeeping.

	4. 
MAIN ACCOUNTABILITIES 

	Undertake a variety of administrative duties to support the Company Secretary, Executive Leadership Team and Board members in delivering effective and efficient Governance and Leadership. Act as lead contact as designated by the Company Secretary, in relation to Parent Board, Committees and Subsidiaries for meeting planning & support purposes. 
As designated by the Company Secretary, act as lead contact on specific tasks which support effective and consistent governance, compliance and risk management processes, typically to include routine governance reporting, administrative housekeeping, board recruitment and appraisal processes, policy reviews, corporate records retention and archive control, register and update of Declarations of Interest, requiring ability to self-organise, work collaboratively with colleagues across the business and take responsibility for progression of actions within assigned timescales. 
Duties to support the above will ordinarily include word/data processing, document filing and archiving, photocopying etc and revolve around preparation for and follow-up of actions from Board, Committee, management and executive led meetings, including but not limited to; diary management, liaising with contacts, agenda planning, compilation and despatch of papers, effective minute-taking, co-ordinating external attendees and presentations, proactive review and coordination of follow-up actions, processing mileage and expense claims, purchase order and invoice administration. 
Provide relief cover and at periods of high activity, additional support for the Personal Assistant to the Group Chief Executive. 
Providing an administrative service to support the Communications & Marketing team, typically to include press coverage booklet compilation, administration and follow-up of donations & sponsorship requests, liaising with colleagues and external suppliers, co-ordinating meetings, stationery & materials control, action follow-up, purchase ordering, invoice processing. 
Maintain service expectations by taking responsibility for work temporarily re-assigned by the Company Secretary at periods of high activity or in the absence of other Governance Team members. 
Receive incoming mail for the department and distribute accordingly. Deal promptly and efficiently with e-mails, phone queries and personal enquiries on routine matters. 
Assist colleagues generally where necessary and appropriate in order to contribute to the efficient running of Cartrefi Conwy.

	5. 
CORPORATE ACCOUNTABILITIES 

	To actively support the overall delivery of Cartrefi Conwy’s objectives to provide an excellent, innovative and truly customer focused service.
To contribute to community involvement and tenant participation activities as required.
As a representative of Cartrefi Conwy, to, promote and maintain a positive attitude and image at all times.
To positively promote Cartrefi Conwy’s values; constructively challenging traditional ways of working, contrary behaviour or comments.
To ensure feedback is actively sought in order to inform service improvement for customers (internal & external) and develop more efficient and effective ways of working.
To ensure compliance with Cartrefi Conwy group companies Standing Orders, policies and procedures, standards of probity relating to the organisation’s charitable status and Welsh Government Regulation.
To support the development, review and implementation of policies and procedures, in particular of: 
· Health, safety and welfare initiatives
· The associations principles on Equality and Diversity
· Risk management initiatives
· Performance management practices
To utilise ICT technology and systems effectively by developing appropriate skills, adopting efficient business processes, and maintaining data securely and accurately.
To work collaboratively in cross functional working groups where required.

	6. WORK CONTEXT (environment, type of equipment)

	This post is office based with the occasional requirement to travel locally to support business activities. 
The post holder is required to support and attend meetings and events involving Board members and Executives that may take place outside of normal weekday working hours and on occasion at weekends / bank holidays, against which Flexi time and TOIL may be claimed. 
The regular use of ICT systems and technology is a requirement of the post.

	7. AUTONOMY AND DECISION-MAKING (limits and freedoms)

	The post is expected to operate within agreed policies and procedures. Work is typically self-paced to meet required timescales. The post holder has the flexibility to decide what order tasks are done, however, all tasks will be expected to be completed to deadline or by priority set.
Examples of the decisions the post can take are:
· Providing or directing colleagues, board members, visitors, service users or callers to the correct contact or information.

Examples of decisions that are referred are:
· Selection of suppliers & commitment of expenditure.
· Policy & Procedures: Variations, drafts & publication.

Performance objectives are agreed with the Company Secretary and performance is subject to review under the agreed PDR process.

	
8. COMMUNICATIONS (the main communications that take place. frequency, purpose and method)


	INTERNAL
	Daily contact with executives, board members, senior management and colleagues by telephone, face to face or e-mail to progress work related activities and whilst in meetings. Generally to ensure they are kept informed of key information. Requires a professional manner, well organised approach, flexibility and a strong awareness of the need for confidentiality. 


	EXTERNAL
	Daily communication with the general public, key contacts, service users and visitors to co-ordinate meetings and events, answer enquiries, forward callers and follow up on requests for advice and information about the services offered by the Cartrefi Conwy Group. Contact to progress work related activities and whilst attending external meetings, forums, seminars and training requires a professional manner, well organised approach, flexibility and a strong awareness of the need for confidentiality. 
Contact in writing, by telephone, email or face to face will increase relevant to the task in hand.

	9. AREAS OF COMPLEXITY (what provides most stretch)

	The post holder will be required to apply their knowledge and understanding of governance principles and policies and procedures governing Group activities in a practical way. In the absence of the Company Secretary, the post holder will need to escalate related matters requiring more detailed explanation / consideration or which are of concern, to a higher level (for example an appropriate Manager, Executive, Board or Committee Chairpersons). 
Meeting the expectations of external contacts and service users may offer some complexity to the post as their aspirations or understanding are not always aligned with the resources and capabilities of Cartrefi Conwy.

	10. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
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Governance Assistant 

	The Governance Assistant  will be methodical and well organised. They will have a professional manner with the ability to work on matters of detail and consider relevance linked to strategic decision making and corporate risk assesment. They will have the confidence to make constructive suggestions and guide and advise on process and procedure for relevant matters when planning meetings and progressing follow-on actions.  They will be consciensous, courteous, cautious with a questioning approach, accommodating and cooperative.They will be able to work effectively within established guidelines/procedures to deadlines, prioritise and take ownership of a busy workload. They will have experience of providing proactive administrative support to an Executive team and/or a Board of Directors, evidencing knowledge and understanding of the importance of confidentiality and a proven track record of effective minute-taking  They will have well-developed communication, relationship management and customer service skills. 

	ACADEMIC / PROFESSIONAL QUALIFICATIONS 
	Essential / Desirable
	How this will be assessed

	English & Maths GCSE grade C or above (or equivalent qualification)
	Essential
	Application / Certificate

	Relevant qualification  (or actively studying) 
For example; Business Administration to min. Level 3 NVQ (or equivalent) , ICSA qualification route, Governance Officers Leadership Award (Go Gold)
	Highly Desirable
	Application & Certificate

	KNOWLEDGE & EXPERIENCE
	Essential / Desirable
	How this will be assessed

	Experience of detailed work and appreciation of links to strategic decision making and corporate risk assesment.  
	Essential
	Application & Interview

	Experience of working effectively within established guidelines/procedures
	Essential
	Application & Interview

	Experience of working effectively to deadlines and taking ownership of a busy workload
	Essential
	Application & Interview

	Experience of providing proactive administrative support, constructive suggestions, guidance and advice to a senior level (i.e. Executive / Chairman / Senior Management) 
	Essential
	Application & Interview

	Knowledge and understanding of the importance of confidentiality
	Essential
	Application & Interview

	Proactive management and coordination of follow-on actions
	Essential
	Application & Interview

	
SKILLS
	
	

	Excellent organisational skills
	Essential
	Application & Interview

	Effective minute-taking
	Essential
	Ability Test

	Well-developed communication, relationship management and customer service skills 
	Essential
	Application & Interview

	Microsoft Office (Word / Excel / PowerPoint) to Intermediate level
	Essential
	Ability Test

	Good Numeracy and Literacy Skills
	Essential
	Ability Test

	Welsh Language Skills
	Highly Desirable
	Application

	CORE CARTREFI
	
	

	Serving Customers 
	Essential
	Interview

	Collaborating 
	Essential
	Interview

	Decision making 
	Essential
	Interview

	Improving 
	Essential
	Interview

	Communicating 
	Essential
	Application / Interview

	Leading 
	Essential
	Interview

	Delivering Results 
	Essential
	Interview



Cartrefi Conwy are committed to Equality and Diversity in our activities



 Governance Assistant PS 		Date: January 18					 
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