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	Department
	
	Division
	
	Location
	
	Salary Band

	Finance & Corporate Governance
	
	Governance, Compliance and Risk
	
	UK – Any 
	
	E High

	Reports to
	
	Matrix Manager
	
	Number of direct reports
	
	Value-based behaviour level

	[bookmark: Text1]Head of Governance, Compliance & Risk
	
	     
	
	     
	
	Individual Contributor



	[bookmark: Text2]Purpose       
Champion collaboration and accountability through the management of the Board and committee cycle, providing advice and support to trustees and colleagues on governance matters. To further provide support and guidance to colleagues on compliance and risk related matters, to enable effective decision making and embedding best practices in compliance and governance.  



	Main Areas of Responsibility & Accountability 
Manage trustee recruitment, inductions, training and succession planning to ensure the efficiency and effectiveness of the Board.
Manage requests for governance information for Bank KYC enquiries and donor due diligence requests.
Ensure effective planning and prioritisation of the Board and committee meeting cycle, updating workplans to address urgent matters and ensuring corporate policies are reviewed as needed to uphold organisational integrity.
Facilitate seamless Board and committee meetings by distributing agendas and meeting papers well in advance, producing accurate minutes or key messages, and ensuring smooth operations to support informed decision-making.
Drive accountability by following up on agreed actions with trustees and senior managers, ensuring commitments are fulfilled promptly and effectively.
Deliver professional and responsive support to trustees by addressing information and support requests in a timely and courteous manner, reinforcing trust and collaboration.
Maintain up-to-date governance resources by overseeing the Board SharePoint site and relevant sections of the Legal and Governance SharePoint site, ensuring accessibility and accuracy of information.
Ensure compliance with statutory requirements by updating Companies House and Charity Commission records to accurately reflect trustee appointments and retirements, and assisting the Company Secretary with applicable statutory filings, as directed.
Support with the due diligence and maintenance of branch and subsidiary registration tasks, including any legal documents, such as Power of Attorneys. 
Support the Corporate Governance managers with matters that promote a culture of compliance, including matters relating to data protection enquiries, risk registers, charity law requirements, and screening of partners. 







	
	



	Key Decisions 
Make recommendations on routine processes such as setting agendas and work plans, with final decisions being made by the Senior Leaders and committee owners.
Work confidently within established practices and guidelines, applying proven precedents to ensure consistency and reliability while addressing standard tasks and challenges.
Apply critical thinking and judgment to determine the most relevant information for inclusion, ensuring that summaries are both accurate and aligned with the needs of stakeholders.



	
	Knowledge, Skills and Experience
Essential: 
· ​​Educated to degree level or equivalent experience in a relevant discipline.
· ​Demonstrable experience of governance administration and managing governance compliance processes. 
· Experience of advising on charity related compliance and risk management. 
· ​Significant experience of planning and delivering Board and committee meetings including minute-taking and preparing board packs and other governance documents.
· ​Proven ability to plan and prioritise effectively to manage and meet multiple deadlines.
· ​Demonstrable experience of building and managing relationships with senior staff stakeholders, trustees and external advisers.
· ​Ability to work self-directed, using own initiative to follow through on a range of tasks.
· Willingness to develop new skills and areas of interest in supporting the Corporate Governance team. 
· ​Highly developed analytical skills, an ability to identify solutions to issues and follow through on agreed actions. 
· ​Experience of working with internet-based collaboration tools e.g. SharePoint, Microsoft Teams and social media.

​​ Desirable: 
· ​​Demonstrable experience in corporate governance or legal practice.
· ​Understanding of Company or Charity Law. Demonstrable experience in data protection laws.
· ​Understanding or awareness of international development.



























	
	
	

	Problem Solving 
Provide solution to problems related to governance provision at Board level which involves routine analysis or assessment, generally against known criteria.
Solution focused on matters of charity compliance and risk management. 
Refer complex or unusual matters appropriately, ensuring escalation to the right individuals for decisions requiring expertise beyond the immediate scope.

	
	

	
	
	

	Key Interfaces 
Engage in meaningful communication by actively receiving and sharing information, ensuring clarity and mutual understanding on moderately complex matters.
Internal: CEO, Senior Leadership Team, Trustees, Executive Assistants, Senior colleagues and wider internal groups.
External: External Advisors, Auditors, Regulatory Bodies.
	
	

	
	
	

	Travel
	
	

	In Country: Occasional
	Global: No Travel
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