Job Description
	Post title: Governance Manager

	Location: Home-based with occasional attendance meetings and functions across the UK and Ireland as necessary.

	Post Grade: Grade D (£53,717-£64,046)
Anticipated starting salary: £53,717
Maximum starting salary: £55,866
	Post Hours: 37 hours (requests for part time hours or job share will be considered) 

	Special Conditions of Service: 
Flexitime Scheme in operation, subject to adequate cover arrangements.
Permanent contract of employment.

	Purpose and Objectives of Post:
The postholder will:
 
Coordinate the setting, monitoring and embedding of a Governance and Assurance Framework in line with our agreed strategy and governing documents.

Working to develop strong and effective cross functional working initiatives between the Board, various committees, the staff team and membership.

	Line managed by: Head of Membership

	Immediately responsible for: Governance Assistant

	Control of Resources: No direct budget responsibility but must ensure sufficient support to the Board and Committees of BABCP; managing own time and that of Governance Assistant

	Main Contacts:
1. Chair of the Board and Board members
1. Committee Chairs
1. Committee members
1. CEO
1. PA to the CEO
1. Senior Clinical Advisor
1. Chief Accreditation Officer and Registrar
1. Complaints Manager and Team
1. Head of Operations






Duties/Responsibilities
Where an employee is asked to undertake duties other than those specified directly in their Job Description, such duties will be discussed with the employee concerned prior to implementation, and an arbitrator shall be provided if required.
Leadership
1. Provide induction and ongoing support for committee and board members
1. Be a key point of contact for Board and Committee Chairs and Members and staff providing an administrative and advisory role to ensure governance standards are maintained
1. Support the Board and Committees to set agendas relative to their remit, maintain appropriate minutes and related documentation, track actions, outcomes and resolve or escalate barriers to delivery
1. Consult, influence and build relationships across the membership and staff teams 
1. Lead on the coordination of a compliant and informative BABCP Annual Report for the benefit of external stakeholders and the membership
1. Oversee delivery of the AGM in line with the Articles of the Association and best practice and work with relevant staff teams to promote member engagement
Strategy
1. Ensure a robust assurance framework is in place, including tools for identification and management of risk, and providing assurance of strategic delivery
1. Ensure the governance function meets the needs of members and other stakeholders (e.g. PSA, Charity Commission, Companies House, ICO)
Work with the Chief Executive Officer and senior team to ensure the governance framework is embedded in the work of the relevant departments and staff teams

Performance management
1. Ensure agreed performance targets are monitored and achieved
1. Set and manage the performance targets of the Governance Assistant
1. Oversee committee workplans, action tracker status and take appropriate action as required. 
Governance
1. Ensure that BABCP has the frameworks to ensure compliance within all regulatory guidance, statutory and legislative requirements (such as those set out by Companies House, the Charity Commission and the Professional Standards Authority)
1. Develop, implement and oversee the framework for the maintenance of relevant terms of reference and policies etc ensuring they are up to date, in line with best practice and current legislation
1. Responsible for the identification and management of governance related risk 
1. Develop, implement and oversee  BABCP’s risk management framework
1. Ensure resources applied to governance activities are commensurate with the level of risk for the organisation.
1. Oversee the framework for the delivery of robust, accessible and inclusive Board and Committee elections
Other
1. Provide expert governance related advice to the Board, Committees and senior staff as required
1. Maintain knowledge of governance best practice and collaborate with relevant organisations as required.
1. Ensure all work is aligned to the vision, mission and values of BABCP
1. Ensure all functional strategies, policies, processes and guidance notes are up to date in line with best practice / current legislation. 
1. Carry out all other duties as may be reasonably assigned from time to time, with the level of this job description

Person Specification
	Assessment method
	Criteria
	Essential 
	Desirable

	Experience

	Application
	Leading and managing governance and assurance functions in an organisation of similar scale
	
	

	Application and Interview
	Providing expert advice to senior staff/stakeholders on governance, assurance and regulatory matters
	
	

	Application and Interview
	Embedding risk and assurance frameworks
	
	

	Application
	Working in a regulated environment
	
	

	Application
	Working with clinicians

	
	

	Knowledge, abilities & skills

	Interview
	In depth knowledge governance legislation relevant to BABCP
	
	

	Application
	Familiar with internal audit processes
	
	

	Application
	Able to think strategically and solve complex problems
	
	

	Application and Interview
	Able to work collaboratively with colleagues to raise awareness, knowledge and confidence in relation to risk and governance best practice
	
	

	Application and Interview
	Excellent communication skills, including the ability to explain complex matters for a non-specialist audience
	
	

	Personal Attributes

	Application and Interview
	Able to develop strong and effective working relations to build trust and influence
	
	

	Interview
	Confident in making decisions at the right level
	
	

	Interview
	High personal integrity with a strong focus on personal accountability to deliver effective outcomes

	
	

	Qualifications

	Application
	Educated to degree level or able to demonstrate five years relevant professional experience
	
	




