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JOB DESCRIPTION
Job Title:

Governance Manager
Report to:

Director of Finance and Corporate Services
Responsible for:
Governance Officer
Salary:  

£40,571 per annum
Hours:


37.5 hours per week

Purpose of the Job
The Governance Manager will lead the provision of a high-quality governance service for Drive being the lead contact for the Management Board of Trustees and supporting the Company Secretary duties.

As the Data Protection Officer, this role will lead data protection (GDPR) legislation compliance, landlord responsibilities, and oversee the management information of compliments and complaints and family surveys.  

Budget holder for corporate and administrative spend

An active member of the Business Planning Group, this role collaborates with the peer group of managers across Drive.

Duties
Board/Company Secretarial

· Manage the Board and Sub-Committees by coordinating (and attending) meetings including the collation and distribution of papers, production of minutes, action logs, and the annual calendar of meetings.
· The main point of contact for Board members and development a Board training programme.

· Support the Company Secretary and maintain all relevant corporate governance registers.  Complete annual and other returns to regulators. 

· Co-ordinate Drive’s policy review process, maintaining management information and reporting to the Board.
· To keep a register of contracts for the services the organisation provides.

· To contribute to business continuity planning across Drive.

Landlord Compliance
· Responsible for ensuring Drive is compliant with its landlord responsibilities under The Renting Homes (Wales) Act 2016 including all required registrations, communications, and policies.

· To manage and maintain contracts and leases in relation to Drive owned buildings and ensure the buildings are maintained and secure.  
· Be responsible for developing and maintaining effective and compliant policies and procedures for Drive offices and owned properties.  Build a suite of key performance indicators through management information to demonstrate compliance.

· To ensure health and safety responsibilities are met in each of Drive’s owned premises.
· Manage Drive’s environmental standards accreditation and compliance audits in line with legislation.

Data Protection 

· Data Protection Officer with responsibility for ensuring policies and procedures are implemented which comply with the General Data Protection Regulation and are implemented and embedded consistently across Drive.
· Responsible for Drive’s policies in respect of data protection and privacy notices including training and support for colleagues.

· Ensure that Data Protection Impact Assessments (DPIA) are undertaken in line with policy and that Drive has a compliant Record of Processing Activities (ROPA) which is regularly reviewed and updated.

· Lead on subject access requests and ensure they are responded to appropriately.  

· Ensure the content and distribution of all documents, including those published digitally through websites and social media, comply with regulations in respect of privacy notices and the use of informed consent.

· Promote data protection awareness throughout the organisation by ensuring staff, the Senior Management Team and Board are appropriately trained, ensuring data protection forms part of the staff induction.

· To lead on investigations into breaches of statutory duties/organisational policies relating to data protection and be a key point of contact with the Information Commissioner’s Office as required.

· Direct reporting responsibility for data protection issues to the Board and/or the Regulator.

· To lead on the organisation’s document management systems to ensure they are effective and compliant with GDPR.

Management Information

· Collect data and maintain registers for compliments and complaints, social value commitments, annual workforce reporting and provide management information reporting to the Board and external regulators.
· Lead the stakeholder consultations and surveys producing a report and analysis of the results.
Administration 

· To lead the administration team and function for Drive, delegating day to day responsibility to the Governance Officer.  

· Budget holder responsible for setting the annual budget and monitoring spend in line with the financial regulations.

General

· To promote the Welsh language and ensure compliance with the Welsh Language Act.
· A member of the Business Planning group

· To consult with internal and external stakeholders to ensure they are informed about the organisation’s work and contact with key external stakeholders is managed and effective.

· Participate as a member of the team, working groups including external networks and meetings as necessary and put forward suggestions for improving the overall service to stakeholders.
· Disseminate information to relevant staff.
· Ensure all activities undertaken are conducted to the highest standards of integrity and professionalism in accordance with policies and procedures and compliance of the Equal Opportunities, Safeguarding, Confidentiality and Data Protection policies.
· Be aware of the post holder’s responsibilities under the Health and Safety at Work Act and other safety regulations and ensure safe working practices and procedures are always adopted.
· Undertake mandatory Health and Safety training when needed.
· Keep abreast of legislative developments affecting the post holder’s area of work and undertake training and continual professional development to keep up to date with their job and its changing requirements.
· Help in the retention of best practice such as Investor in People.
This job description sets out the main duties of the post at the date when it was drawn up.  Duties may vary from time to time without changing the general character of the post or the level of responsibility entailed, in addition the post holder is expected to perform other reasonable duties as requested by the Director of Finance or the Chief Executive.
PERSON SPECIFICATION – GOVERNANCE MANAGER

	QUALIFICATIONS
	Essential 
	Desirable 
	How Identified 

	General education to a good GCSE standard to include English and Maths
	X
	
	Documents/Application Form

	Recognised landlord certification, preferably for Wales  
	
	X
	Documents/Application Form

	Recognised Certification in Data Protection (or working towards)
	
	X
	Documents/Application Form

	EXPERIENCE 
	
	
	

	Proven management experience
	X
	
	Application Form/Interview

	Proven governance or company secretary experience 
	X
	
	Application Form/Interview

	Proven experience of data protection and compliance with regulations
	X
	
	Application Form/Interview

	Office management experience and establishing information and administration systems
	X
	
	Application Form/Interview

	Experience of working with senior management and Board
	X
	
	Application Form/Interview

	Experience of preparing management information reports
	
	X
	Application Form/Interview

	Experience of preparing Board reports
	X
	
	Application Form/Interview

	Experience of managing an annual Board calendar and training programme
	X
	
	Application Form/Interview

	Demonstrable experience of working with Companies House and Charities Commission (or similar) and managing completion of annual returns and other governance documents
	X
	
	Application Form/Interview

	KNOWLEDGE
	
	
	

	Advanced IT skills with good working knowledge of Microsoft 365
	X
	
	Application Form/Interview

	Detailed knowledge of corporate and regulatory legislation and compliance
	X
	
	Application Form/Interview

	Understanding of relevant codes of governance and good practice
	
	X
	Application Form/Interview

	Knowledge of Management Information Reporting
	X
	
	Application Form/Interview

	Knowledge of how a Board and Sub-Committee functions and the importance of good governance
	X
	
	Application Form/Interview

	Demonstrable and up to date knowledge and understanding of the EU General Data Protection Regulation (GDPR) 
	X
	
	Application Form/Interview

	SKILLS
	
	
	

	Ability to prioritise workload effectively to meet deadlines and deal with conflicting demands
	X
	
	Application Form/ Test

	Excellent interpersonal and negotiation skills 
	X
	
	Application Form/Interview

	High degree of confidentiality and able to deal with sensitive issues 
	X
	
	Application Form/Interview

	Excellent organisational and planning skills
	X
	
	Application Form/Interview

	Excellent leadership skills
	X
	
	Interview

	Excellent written and verbal communication skills
	X
	
	Interview

	Good judgement & decision-making skills
	X
	
	Application Form/ Interview

	Fluent Welsh speaker
	
	X
	Application Form/Interview


	PERSONAL QUALITIES
	
	
	

	Flexible and adaptable approach to work, colleagues, and customers
	X
	
	Interview

	Ability to establish and maintain effective relationships at all levels
	X
	
	Interview

	Attention to detail
	X
	
	Interview

	Determined and self-motivated
	X
	
	Interview


	Commitment to customer service 
	X
	
	Interview

	Innovative and creative
	X
	
	Interview

	Ability to work in a team and independently  
	X
	
	Interview

	Ability to remain calm when under pressure
	X
	
	Application Form/Interview

	ADDITIONAL REQUIREMENTS
	
	
	

	Committed to Equal Opportunities & Diversity and demonstrates acceptance and respect in understanding different people, their diverse needs, culture, and lifestyle
	X
	
	Interview

	Committed to CPD and willing to learn and undertake training as required
	X
	
	Interview

	Possess a valid full driving licence for a car and have the use of a car each working day
	X
	
	Interview

	Work some weekends and evenings when required – Board meetings are held in the evenings and the role will be required to attend these.
	X
	
	Interview

	Able to work evenings to attend meetings in accordance with an annual timetable
	X
	
	Interview
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