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Walk Wheel Cycle Trust | Job description
Role description
· Salary: Grade H 
· Location: Flexible  
· Line manager: Head of Planning, Governance & Improvement 
· Department / Team: Planning, Governance and Assurance
Role summary
The Governance Manager provides effective and proactive administrative and governance support to the Board of Trustees and its Committees and ensures the organisation meets its legal and regulatory obligations and operates in line with best practice. The post plays a pivotal role between the Board, Executive Directors, and the planning/portfolio and administrative teams to ensure the smooth running of governance processes and the timely flow of high-quality information.
Key responsibilities
1. To facilitate Board and Committee meetings, including: 
· forward planning to ensure alignment of governance activities and the charity’s priorities and planning cycles. 
· ensure all papers are high quality, they are compiled and distributed on time. 
· liaise with trustees and the admin team to make practical arrangements for Board and Committee meetings, both online and in person, attend the meetings, and facilitate to ensure they run smoothly. 
· produce high quality minutes and up-to-date action logs, following up on actions as necessary. 
· provide appropriate summaries of meetings for Senior Leadership Team and all-colleague communications.
2. To ensure all statutory records and relevant processes are kept up to date, including: 
· fulfil all reporting requirements in all jurisdictions (England & Wales, Scotland, Northern Ireland and Republic of Ireland), including statutory records with Companies House and the Charity Commission. 
· manage any ad hoc reporting to Companies House, Charity Commission, OSCR or similar regulatory bodies regarding compliance. 
· maintain statutory registers and the Register of Interests and ensure proper archiving of governance documentation.
3. To manage the succession planning, recruitment and training of trustees:
· maintain accurate records on trustee terms of office and conduct periodic skills audits. 
· coordinate trustee recruitment, appointment, induction and ongoing training. 
· act as the first point of contact for trustee queries relating to governance and compliance.
4. To manage periodic Board effectiveness reviews and the implementation of any agreed recommendations. 
5. To develop, review and update governance-related policies and procedures (e.g. conflicts of interest, scheme of delegation). 
6. To maintain the log of all policies and ensure those responsible review and update them on time. 
7. To oversee the maintenance and provision of governance information, including: 
· maintain and administer the charity’s online Board portal, to ensure it is up to date and easy for Trustees to find what they need. 
· keep the Governance team intranet site (‘Toucan’) up to date and easy for colleagues to find what they need. 
· keep the trustee pages of the website up to date.
· manage the Governance team mailbox, ensuring queries from colleagues and others are responded to in a timely and professional manner or redirected to the most relevant team.
Person specification
Specific qualifications or experience required
· Strong experience in governance, preferably within the charity, public, or regulated sector. 
· Demonstrable experience supporting boards, committees, or senior leadership teams. 
· Proven ability to prepare high-quality papers, minutes, and governance documentation. 
· Experience managing statutory compliance processes (e.g., filing returns). 
· Demonstrable experience with Microsoft Office 365 software, particularly Word and Sharepoint, and familiarity with digital governance tools (e.g. iBABS). 
Specific/technical knowledge required
· Understanding of UK charity law, Companies House and Charity Commission requirements 
Skills and abilities
· Exceptional organisational skills, with the ability to manage complex governance schedules and deadlines.
· Excellent written communication and attention to detail. 
· Strong interpersonal skills with the ability to work confidently with trustees and senior leaders. 
· Ability to interpret complex information and present it clearly and concisely. 
· High level of discretion and integrity, with the ability to handle confidential information. 
· Committed to best practice governance, continuous improvement, efficiency, and the adoption of modern tools and methods. 
· Proactive, solution-focused, and able to work independently. 
· Calm under pressure, and comfortable working with competing priorities. 
· Aligned with the charity’s purpose and values. 


This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future we will consult with the post holder before doing so. 
We make it possible for everyone to walk, wheel and cycle.
Because it changes everything. Our health. Our wellbeing. Our world.
www.walkwheelcycletrust.org.uk 
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Registered Office: Walk Wheel Cycle Trust, 2 Cathedral Square, College Green, Bristol BS1 5DD. 
T: 0117 926 8893. 
Belfast: T: 028 9043 4569. Caerdydd/Cardiff: T: 029 2065 0602. Edinburgh: T: 0131 346 1384. 
London: T: 020 7017 2350. With regional offices in: Birmingham, Bristol, Glasgow, Leeds, 
Manchester, Newcastle, Nottingham.
Walk Wheel Cycle Trust is a registered charity number 326550 (England and Cymru), 
SC039263 (Scotland) and 20206824 (Republic of Ireland)
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