[image: logo-uob-resize[1]]
Job Description

	Job title:

	Governance Manager

	Department/School:

	Governance Office

	Reports to:

	Head of Governance

	Grade:

	Grade 8, 1 FTE

	Location:

	University of Bath Claverton Down Campus and remote as necessary



	Job purpose


	This is a pivotal role within the governance team. The post-holder has a sound understanding of the governance framework of the University; how each of its component parts relate to the University strategy; and the processes and procedures needed to make governance function well. They work autonomously to drive these processes in a timely and proportionate manner, enabling the flow of information and decisions needed for the University to move forward, always with an eye to improving clarity and streamlining. They influence senior leaders, promoting good governance, providing strategic advice and guidance, and supporting the dissemination of best practice.

The Governance Manager takes a flexible approach within the team, working within shared systems and collaborating to get the job done efficiently and effectively. They coordinate the work of the Committee Officers in providing secretariat support to all committees of Council and Senate but also provide support to the Head of Governance in their capacity as Secretary to Council and Senate. They provide governance advice and support both to the team and externally within the organisation more broadly. They influence colleagues at a senior level to ensure that decisions taken by committees are implemented and understood. In all these activities they place an emphasis on continuous improvement and the need to set high standards for the institution as a whole. 

The Governance Manager line manages one member of administrative staff within the team, setting objectives, monitoring performance, and providing support and guidance as appropriate. They also provide mentoring, training, support and guidance to the Committee Officers on the team.

From setting the tone for a customer-focused, professional and efficient team, to working with senior stakeholders across the University, this role balances professional operational delivery with service improvement, and will champion the development of technical competences, skills and behaviours within the team.



	Source and nature of management provided 

	Reports to the Head of Governance




	Staff management responsibility

	Line management of one members of staff at grade 6




	Main duties and responsibilities 

	1
	Work as part of a team to manage and develop the governance programme throughout the academic year – taking into account the annual business cycle, external regulatory requirements and the University’s areas of strategic priority – and facilitating assurance and robust challenge.


	2
	Influence senior stakeholders, building strong working relationships to facilitate the flow of business and effective decision-making, particularly between Council and Senate, providing advice and guidance on governance matters, as required.


	3
	Coordinate the Committee Officers in managing Council and Senate committees, supporting their work maintaining the Terms of Reference, producing an annual plan of work, conducting effectiveness reviews, advising the Chair, and fulfilling reporting requirements; and working with the Office Manager to coordinate this work.


	4
	Provide induction, guidance and support to the Committee Officer team, to ensure consistency and excellence in the support provided to all committees of Council and Senate.


	5
	Oversight of University policies, including driving a process of improvement, reporting to UEB and ARAC on progress made.


	6
	Responsibility for ongoing review and amendment of the Regulations for Students, coordinating this with work to improve the governance framework.


	7
	Responsibility for ongoing review and amendment of the Scheme of Delegation.


	8
	Use excellent drafting skills to produce written reports and briefings, supporting others within the team and beyond to develop and meet the same high standards of written work.


	9
	Line manage one member of staff at grade 6, ensuring objectives are set in line with the objectives of the team, reviewing performance and supporting wellbeing and development.


	10
	Prepare for meetings of Council, Senate and their committees, compiling agenda in consultation with the Head of Governance and relevant Chair, commissioning work and briefing senior stakeholders on what to expect.


	11
	Use IT innovatively and effectively to deliver an excellent service to members of Council, Senate and their committees, including through communication of news and updates via the website and the weekly news digest.


	12
	Drive up diversity on Council, Senate and its committees and support diversity and inclusion in all aspects of the team’s work.


	Undertake sufficient personal and professional development as required, ensuring skills and knowledge are up to date so that the role is performed to the required level.

You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.






Person Specification

	Criteria
	Essential
	Desirable

	Qualifications

	Educated to degree level or equivalent qualification or experience 
	X
	

	Relevant professional qualification in corporate governance (such CIPFA, CGI), or equivalent professional experience
	X
	

	Experience/Knowledge

	Knowledge and understanding of the characteristics of effective governance, including effective methodologies for board evaluation, growth, development and succession planning.
	X
	

	Experience of developing and managing strong working relationships with a wide variety of stakeholders.
	X
	

	Knowledge and understanding of effective business processes, with experience in supporting robust decision-making in a streamlined fashion.
	X
	

	Line management experience, particularly of supporting staff through periods of change and the development of working practices.
	
	X

	A good knowledge of the UK Higher Education context and regulatory environment.
	
	X

	Experience of delivering service improvement.
	
	X

	Skills
	
	

	Strategic thinking, keeping the big picture in view
	X
	

	Excellent team and management skills, including effective coordination, influencing, motivation and negotiation.
	X
	

	Excellent organisational skills with the ability to manage competing priorities and negotiate different perspectives.
	X
	

	Ability to plan, understand and identify key deliverables and the critical paths to their achievement.
	X
	

	Excellent people skills, in particular the ability to rapidly build good working relationships with key stakeholders.
	X
	

	Advanced written skills, including the ability to communicate complex and technical ideas in clear, accessible language.
	X
	

	Proficient in the use and utilisation of digital technology to maximise efficiency and effectiveness.
	X
	

	Ability to deal with confidential and sensitive information with tact and discretion, exercising sound judgement.
	X
	

	Ability to operate flexibly, finding innovative solutions to intractable problems.
	X
	

	Attributes and aptitudes
	 
	

	Ability to work to strict deadlines and when under pressure, often with diverse briefs. Able to manage pressure proactively for self and others.
	X
	

	Ability to work autonomously, with sound judgement on when an issue needs to be referred upwards
	X
	

	Ability to think strategically and to contribute to strategic direction.
	X
	

	Tenacity, personal drive and desire to achieve results.
	X
	

	Sound judgement, attuned to cultural and political sensitivities.
	X
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