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JOB DESCRIPTION
Job Title:

Governance Officer
Report to:

Governance Manager
Responsible for:
Office Administrator (2)
Salary:

£28,331.57
Hours:


37.5 hours per week
Contract:

Temporary 12-18 months
Purpose of the Job
The Governance Officer will be responsible for the management of day-to-day organisational compliance. Ensuring compliance with regulatory, contract management and internal policies and procedures.

The Governance Officer will be required to deputise for the Governance Manager.  
The Governance Officer will line manage the Administration Team.
Duties
Administration Team

· To manage all aspects of the administration team and function for Drive.  To Provide a professional and confidential corporate administrative service.

· Play a key role in delivering the functions of the Office Administrator.
· To monitor and control the delegated budget and ensure invoices and expense claims are checked prior to authorisation.
· To provide administrative assistance and support to the Senior Management Team as necessary.
· To be responsible for the ordering of central supplies such as stationery, office supplies, miscellaneous furniture and equipment.
· To ensure the organisation of diaries and meetings and to ensure refreshments and facilities are available as required. 
Data Protection 

· To provide support to the Data Protection Officer.

· Enhanced knowledge of day-to-day Data Protection processes. To include, but not limited to, reporting and management of Breaches, Subject Access Requests, Organisational Training requirements.

· To assist in the delivery of data protection training.

· Promote data protection awareness throughout the organisation by ensuring staff are appropriately trained, ensuring data protection forms part of the staff induction.
· Preparing reports.
Landlord
· To manage and maintain contracts and leases in relation to the Head Office and all Drive owned buildings.
· Ensure the buildings are maintained and secure.

· To maintain procedures for the Drive offices to include lone working.
· To monitor building compliance and ensure regular testing such as fire alarms, emergency lighting.
Communication/consultation
· To coordinate the organisation of stakeholder consultations and surveys.
· To support the organisation of events such as awaydays, social and stakeholder and public relations events and Annual General Meetings.

· To administer the compliments and complaints procedure effectively and ensure complaints are dealt with in a timely and effective manner and action required is taken.

General

· 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.
· Ensure all activities undertaken are carried out 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 required.
· 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.
· Undertake any other duties commensurate with the level of the post.
	QUALIFICATIONS
	Essential 
	Desirable 
	How Identified 

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

	A recognised Data Protection Qualification or willingness to complete if appointed
	X
	
	Documents/Application Form

	A recognised Landlord Qualification or willingness to complete if appointed
	X
	
	Documents/Application Form

	EXPERIENCE 
	
	
	

	Minimum 2 years’ experience of working within an Administration function
	X
	
	Application Form/Interview

	Proven governance experience 
	X
	
	Application Form/Interview

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

	Extensive and proven office management experience and establishing information and administration systems
	X
	
	Application Form/Interview

	Experience of managing a team
	
	X
	

	Experience of working with senior management 
	
	X
	Application Form/Interview

	KNOWLEDGE
	
	
	

	Digitally competent and confident with a strong knowledge of Microsoft Office particularly Word and Excel
	X
	
	Application Form/Interview/Test

	Awareness of corporate and regulatory legislation and compliance
	X
	
	Application Form/Interview

	Awareness of relevant codes of governance and good practice
	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

	Ability to manage a team to ensure objectives are met
	
	X
	

	Ability to advise internal and external stakeholders around Data Protection queries, risks and issues 
	X
	
	Application Form/Interview

	Excellent interpersonal and negotiation skills 
	X
	
	Application Form/Interview/test

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

	Ability to work on own initiative and with minimum supervision
	X
	
	Application Form/Interview

	Excellent organisational and planning skills
	X
	
	Application Form/Interview

	Excellent written and verbal communication skills
	X
	
	Application Form/ Interview/Test

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

	Ability to speak Welsh 
	
	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 and positively welcome opportunities to provide a good quality 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

	A commitment to professional practice and continuous personal development.
	X
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