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Job Description

	Job title:
	Deputy University Secretary

	Department/School:
	University Secretary and Registrar

	Reports to:
	University Secretary and Registrar 

	Grade:
	ALC6

	Location:
	University of Bath Campuses 



	Job purpose

	The Deputy University Secretary role is responsible for providing clear leadership and strategic direction for the work of the Governance, Compliance and Risk teams to ensure high quality governance support to the University as a whole, and more speficially Council, Senate and UEB and their sub-committees.  The role holder will be required to provide high quality, specialist advice on a wide range of sector developments, including legal and regulatory matters related to data protection, information governance and risk management. They will also use their knowledge and expertise to analyse the likely impact on the University of these developments, ensuring that appropriate policies and frameworks are in place to safeguard institutional compliance and resilience..    The role will require excellent judgment and diplomacy skills in working with the full range of senior University stakeholders. It also involves leading on the development and implementation of risk management strategies, ensursing that key risks relating to business continuity, governance and regulatory compliance are identified, assessed and mitigated effectively. 

The post involves a considerable degree of autonomy including developing and managing influential relationships with a range of internal and external stakeholders and partners.  It also requires the ability to operate effectively across strategic and operational matters concurrently, dealing competently with unexpected issues and tackling resistance to improvement. A key aspect of the role will be ensuring that the University maintains robust information governance and data protection frameworks, in line with legislative and regulatory obligations, such as the UK GDPR, Freedom of Information and the Data Protection Act.

The Deputy University Secretary will work with the University Secretary and Registrar to oversee the smooth operation and interactions of Council, Senate and UEB.  This will include appropriate planning and consideration of resource allocation, as well as ensuring that effective measures are in place to ensure compliance with external requirements (legal, regulatory etc) Additionally, the role will contribute to the University's business continuity planning, ensuring that governance structures support institutional resilience and the ability to respond effectively to crises or operational disruptions.





	Source and nature of management provided 

	
Reports to University Secretary and Registrar




	Staff management responsibility

	
The role holder will be responsible for staff working in Governance, Data Protection, Data Governance, Organisational Resilience and Business Continuity, Risk and Compliance.

The post-holder will be expected to implement and work within the University’s Policies and Guidelines.




	Main duties and responsibilities 

	1
	To support the University Secretary and Registrar, and lead the work of the Governance, Compliance and Risk Team, ensuring high quality governance support to the University. 


	2
	To develop and deliver services that enable Council, Senate and UEB and their committees to fulfil their responsibilities, in line with the University’s Charter, Statutes and Ordinances and the CUC Governance Code.  


	3
	To provide specialist advice on sector developments and good practice in relation to governance, company law and charity law, to include the Data Protection Act.  This will include working with the University’s Legal Services Team as appropriate.


	4
	To understand the regulatory requirements of the HE sector and the OfS, to monitor compliance, and to advise on the impact they have on the University.  


	5
	To act within, advise on and apply University's regulations, policies and procedures as required.  


	6
	To oversee the implementation of the decisions of Council, Senate and UEB and their committees, and of agreed recommendations from governance effectiveness reviews, including taking responsibility for effectively embedding changes within areas of responsibility.  


	7
	To oversee Council/Senate/UEB Members’ induction, continuing training, and engagement with the wider University.  


	8
	To develop the work of the Governance, Compliance and Risk Team, regularly considering improved ways of working, and supporting staff morale.  


	9
	To liaise closely with and maintain good working relationships with members of Council, Senate and UEB and the staff of the Secretary and Registrar’s Directorate.  


	10
	To oversee risk, compliance and business continuity operations, ensuring effective use of data and management information to support decision-making at all levels of the University


	
	Through the Governance, Compliance and Risk Team

	11
	To provide dedicated support for servicing the meetings of Council, Senate, UEB and its committees and ensure the efficient management of business.  


	12
	To produce high quality papers and reports as appropriate, to support governors, senators and executives in their roles.  


	13
	To maintain the governance section of the University website.


	14
	To implement the institutional governance framework, including producing an annual calendar of meetings and events, and annually reviewing committee terms of reference.  


	15
	To advise on, and draft as appropriate, any amendments required to the Charter, Statutes and Ordinances.  


	16
	To promote secretariat expertise across the University.  


	17
	To provide expert oversight on risk management, regulatory and legal compliance matters, data protection, data governance and business continuity


	18
	To manage the governance, compliance and risk budgets and resources.  


	19
	To perform such other duties as may reasonably required.

	

In addition to University provided training and development, you will 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.

Some occasional travelling may be required, for example to user groups or conferences.






Person Specification

	Criteria
	Essential
	Desirable

	Qualifications

	Governance and/ or legal qualifications
	
	√

	Experience/Knowledge

	Knowledge and experience of governance and UK charity and company law

	√
	

	Demonstrable experience of leadership and staff management, performance improvement and change management

	√

	

	Experience of providing committee support in a large and complex organisation

	√
	

	Experience of drafting complex minutes, agendas and reports for governance purposes

	√

	

	Experience and understanding of the higher education regulatory framework, data protection act and other relevant legislation

	√

	

	Skills

	Strong planning and organising skills, working to short-, medium- and long-term deadlines and paying close attention to detail

	√
	

	Ability to lead and develop a team in a service environment

	√
	

	Ability to collate and analyse governance information, interpret complex documents and provide appropriate advice
.
	√
	

	Good judgement and diplomacy and the ability to maintain appropriate confidentiality
.
	√
	

	Skilled in collaboration and partnership working, with strong listening skills

	√
	

	Ability to manage financial and staffing resources to budget, considering cost effectiveness and value for money

	√
	

	Ability to work constructively and collaboratively with a variety of internal and external contacts, with colleagues and across teams

	√
	

	Ability to argue persuasively, negotiate successfully and influence the decisions of others
	√
	

	Strong and creative problem-solving skills and the ability to anticipate problems as well as judging when issues need to be escalated to a more senior member of staff
	
√
	

	Attributes and aptitudes

	Honesty, integrity and a willingness to work within the values of the University

	√
	

	Demonstrate initiative and operate proactively, particularly to address challenges and difficulties 

	√
	

	A highly effective communicator, able to command respect

	√
	

	Commitment to enhancing service delivery and promoting best practice.

	√
	

	Flexible and adaptable with the ability to prioritise your own and the work of the governance team effectively

	√
	

	Ability to deal with confidential and sensitive information with tact and discretion
	√
	

	Ability to work to strict deadlines and under pressure, often with diverse briefs
	√
	

	Ability to think strategically and to contribute to strategic direction
	√
	

	Personal drive and desire to achieve results
	√
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