Making Roads Safer

The Road Safety Trust
Job Description
Governance Administration Officer

JOB TITLE: Governance Administration Officer
RESPONSIBLE TO: Governance & Compliance Manager
LOCATION: Remote based but with occasional travel required to the

head office of our trading subsidiary company, UKROEd,
in Manchester, and nationally throughout the UK and
RST meetings in London.

CONTRACT Permanent

HOURS 21 Hours per week (To include Mon-Weds)

SALARY £32,043 (FTE1)/£17, 944.25 (Pro Rata)

CLOSING DATE 16 August 2026

TO APPLY Submit CV and Covering Letter to hr@roadsafetytrust.org.uk

About The Road Safety Trust

The Road Safety Trust (RST) is the largest independent grant-giving charity in the UK
dedicated to enhancing road safety. Established with the mission to achieve zero road
deaths and zero serious injuries on UK roads.

The Trust focuses on funding research and practical interventions aimed at reducing road
injury and improving safety for all road users.

The Road Safety Trust is the sole member of its wholly owned trading subsidiary company
(UKROEd) which operates the National Driver Offender Retraining Scheme (NDORS).
Surpluses from UKROEd are gifted to the Trust each year, enabling the continuous support
of various road safety projects and research grants.

The Road Safety Trust values and respects each individual employee, client and customer
and is committed to promoting equal opportunities throughout its workforce and board. As
such, all relevant applicants will receive consideration for employment without regard to
age, race, sex, gender reassignment, marital status, disability, or pregnancy status.

Please click here to see how RST uses your personal data. www.roadsafetytrust.org.uk/privacy
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Role Overview

The Governance Administration Officer will be an integral member of the Trust’s Governance
and Administration Team, supporting the Governance & Compliance Manager to ensure the
effective and efficient administration of governance and compliance activities of the Trust as
well as providing administration support to the wider team alongside other administration

staff.

Primary Responsibilities

Governance

1.
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Provide administrative support to enable effective management of The Road Safety
Trust’s Governance and Compliance activities.

Support co-ordination of RST Board and Committees. This may include timely preparing
meeting packs, taking minutes, following up actions and organising logistics for virtual
and physical meetings.

Maintain accurate Governance and Compliance registers e.g. conflicts of interest, skills
matrices, Terms of Office records and end of year governance documents, ensuring
accuracy and validity of information.

To ensure documentation in relation to RST Trustees is maintained appropriately.
Support Trustee recruitment and induction, coordinate Trustee training, and regulatory
reporting.

Co-ordinate and monitor Policies and Procedures reviews and maintain the Policies
register.

Provide support for the internal audit programme, coordinating audit meetings,
compiling documentation and assisting with actions and reports.

Support risk management information, including risk registers other compliance
activities.

Provide support for Board and Committee reports and dashboards to demonstrate
progress against key actions and service delivery at RST.

Support the preparation of the annual report and organisation of the AGM.

Administration
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Use Microsoft Office, HR, Finance Systems to ensure RST policies and processes are
adhered to.

Ensure the provision of information in the relevant sections of SharePoint for easy
access by staff as required.

Contribute to the organisation of events, workshops and conferences as required.
To support the finance function of the Trust as appropriate.

Identify and contribute to improvement of processes and procedures.
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Maintain accurate and confidential records in line with GDPR and data protection
legislation, ensuring safe storage and responsible sharing of data.

Support with cover for the rest of the administration team as required.

Undertake any other duties reasonably required by the role.
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Person Specification
Governance Administrator

Essential

Strong administration skills developed within an administrative support role or
similar.

Excellent IT skills (Microsoft Office including Outlook, Word, Excel, PowerPoint,
Teams) and ability to use HR & Finance Systems.

Strong communication skills, both verbal and written.

Experience of working with senior leaders and stakeholders.

Excellent time management skills, ability to prioritise and manage conflicting
deadlines.

Excellent and accurate writing and minute taking skills.

Ability to work alone and collaboratively as part of a small team.
Ability to be proactive and exercise initiative.

Excellent attention to detail and organisation skills

High levels of integrity and ethical standards

Understanding of the need for strict confidentiality

Ability and willingness to travel to meetings in London, Manchester and other parts of
the UK as required.

Desirable

Experience in a charity governance role

Experience of risk management, audit and/or compliance administration
Experience of working from home in a virtual team

Knowledge of data governance



