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BAUS Governance Co-Ordinator
Job Description
Key Information
Location: Our office is in central London at the Royal College of Surgeons and we operate hybrid working arrangements (at least 1 day a week to be spent in the office).
Contract: Full-time, permanent
Salary: £29,000
Reports: Governance and Committees Lead
Annual leave: 25 days annual, plus bank holidays and normally days off between Christmas and New Year
Benefits: Fantastic pension scheme with a minimum 16% contribution from the organisation
Opportunities for hybrid and flexible working arrangements to help balance work and personal commitments, as deemed reasonable.
Position Overview
The position will provide high quality administrative and operational support to the BAUS Governance and Committees Lead and the six BAUS Specialist Committees.
You will be responsible for coordinating and administering elections and appointments to the Committees, as well as educational awards, fellowships and bursaries. You will maintain accurate governance records and provide administrative support for the organisation and management of committee meetings.
The position requires excellent organisational and prioritisation skills, attention to detail, strong IT skills and the ability to communicate effectively with senior stakeholders.

Main Job Functions
· Coordinate and administer the elections and committee membership processes for the BAUS Specialist Committees 

· Coordinate and administer induction processes for Section Executive Officers

· Coordinate and administer BAUS education awards, fellowships and bursaries 

· Provide administrative and coordination support for education events, as required

· Liaise with Committee Executive Officers, committee members and external education providers 

· Set up and support face to face and virtual committee meetings

· Manage governance records, registers and digital platforms

· Maintain updated procedure notes for all processes 

· Administer and collate the output of BAUS surveys 

· Assist with triaging and managing the Admin inbox

· Champion and uphold the principles of good governance and data quality

· Explore use of /facilitate adoption of digital technologies and AI to streamline administrative processes to improve outputs

Day to day activities will include
· Elections and appointments processes

· Maintain up to date committee membership lists and a schedule of upcoming elections and role vacancies

· Prepare digital nominations and voting pages and open elections

· Liaise with the BAUS Communications Manager to advertise elections and role vacancies 

· Log nominations and applications, including nominations and sponsor statements

· Notify results to key internal stakeholders and arrange notification of results to the membership

· Schedule and administer nominations, voting and appointments processes for BAUS Section annual awards, fellowships and bursaries

· Meetings management
· Collate and distribute meeting meetings packs

· Room and catering bookings, virtual meeting set up, calendar invitations and technical support on the day

· Maintain contact lists

· Manage attendance records

· Manage methods, processes and procedures for documentation of governance activity

· Ensure adherence to record retention policies and ongoing management of governance records.

· Provide governance website updates and draft information for the BAUS Communications Manager for inclusion in newsletters and digital media

· Provide additional administrative support as required, updating the CRM with relevant information as and when required. 
Experience / qualifications required
· Minimum of three years’ experience working in a similar administrative function in a professional body 

· High level administrative experience in a busy environment 

· Proven ability to prioritise and manage multiple assignments at any given time and meet deadlines

· Excellent attention to detail

· Technical proficiency; strong IT skills and competence with document management systems

· Patient and an unflappable nature, someone who will drive change and improve/streamline processes 	

· Polite, diplomatic and accountable. 

Equal Opportunities Statement
We are committed to fostering an inclusive workplace where diversity is valued and everyone is treated with dignity and respect. We welcome applications from people of all backgrounds and actively promote equality of opportunity in our recruitment and employment practices.

NOTE: This job description is not intended to be all-inclusive. 
Employees may be asked to perform other related duties as negotiated to meet the on-going needs of the organisation.
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