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Job Description: Professional Services Leadership Position

	Faculty/Directorate/Service Area:
	Vice-Chancellor’s Office

	Job Title:
	Senior Governance Officer

	Department/Subject:
	Governance Team

	Salary:
	Grade 8, £39,355 - £45,413 per annum together with USS pension benefits.

	Hours of work:
	Full Time, 35 hours per week. Applications for part-time or job-sharing arrangements will be considered. The post holder will be expected to work flexibly as necessary in order to fulfil the duties
and responsibilities of the post.

	Contract:
	Permanent.

	Location:
	This position will be based at Singleton Campus with several meetings taking place at the Bay Campus. 



	Main Purpose of Post

	1. Working closely with the University Secretary, the postholder will play a key role in providing a professional, high-level, customer focussed governance service for the University which manages and supports the business of the University’s governing body and its committees effectively, and in ensuring that corporate governance processes are compliant, both with University requirements and with statutory regulatory frameworks. 
2. The postholder will work closely with the University Secretary to support them in discharging their responsibilities as Secretary to Council, including acting as a point of contact and support for Council members and deputising for the University Secretary on governance matters as and when necessary.
3. The postholder will provide leadership to the Governance Team, including line-managing team members, overseeing the work of the team and setting priorities, providing guidance and instruction, undertaking professional development reviews and identifying relevant training and development opportunities, managing performance, and dealing with any general administration and staffing issues which arise.
4. The postholder will have oversight of the University’s responsibilities to the Charity Commission as a Registered Charity, ensuring the University fulfils these responsibilities, and supporting Council members in their role as Charity Trustees.
5. The postholder will act as Secretary to the Senate, the academic authority of the University, and will be responsible for all aspects of Senate business and for advising authoritatively and providing support to the Vice-Chancellor, University Secretary, members of the Senior Leadership Team, and other colleagues on Senate matters.
6. [bookmark: _Hlk95405811]The postholder will have responsibility for a portfolio of University committees and sub‑committees, as well as other governance areas, as directed by the University Secretary and will develop a particular expertise in these areas advising authoritatively and providing support to the University Secretary, the Chairs of these committees and members of the Senior Leadership Team, and other colleagues on related matters.
7. The postholder will be responsible for all aspects of committee business for their portfolio including drafting Agendas, taking and preparing professional, high-quality, accurate minutes often communicating complex and sensitive issues succinctly and effectively to a range of audiences, preparing and circulating papers, setting deadlines and liaising with contributors on submission dates, ensuring that governance meetings run smoothly and that all matters are progressed and completed in a timely fashion on behalf of the committees they support, developing and keeping under review any internal operational procedures and relevant reference and induction materials documents, undertaking recruitment (including overseeing elections as necessary), induction and on-going support activities for members being mindful at all time of equality, diversity and inclusivity, making use of, and adapting to advances in, technology to support the committees they are responsible for and their operation. They will work with the committees to review the effectiveness of the committees they support analysing feedback to help define needs and requirements for the enhancement of services and to implement any resulting improvements to services. They will undertake general administrative work associated with Council, Senate and their portfolio of University committees and sub‑committees.

8. Working closely with the University Secretary, the postholder will be responsible for actively horizon-scanning good practice, changes and developments and reviewing governance and regulatory requirements in their areas, identifying issues and where improvements can be made, and delivering solutions which are informed by sector best practice taking account of the specific requirements and objectives of the University, make the best use of technology, and ensure that the University's governance and regulatory compliance arrangements are robust, efficient and effective. 
9. The postholder will work with the University Secretary to ensure there are processes in place for reviewing the effectiveness and performance of the University’s Council and committees in line with good practice across the UK HE sector.
10. The post will involve independent decision-making and the postholder will routinely be required to work on their own initiative performing their duties to a high standard and producing accurate, high quality outputs without close supervision as well as working in collaboration with other members of the team and internal and external stakeholders. They will be capable of working under pressure in a professional environment whilst maintaining high levels of accuracy and attention to detail. They will be required to set and manage their own priorities responding flexibly to shifting priorities as necessary, to respond promptly and efficiently to changes in governance, regulatory requirements and technology, and to identify ways of managing and improving existing systems and processes. 
11. The postholder will be responsible for ensuring that a range of public and private information about the University on its web and intranet pages is up to date and accurate, will provide advice and guidance on governance issues and will contribute to the increased awareness of and participation in governance and the adoption of best practice.
12. The postholder will contribute to a culture of change and continuous service improvement within the team and will demonstrate a commitment to continuous professional and personal development though their membership of relevant external bodies (e.g. AdvanceHE), undertaking relevant training and development and engaging with relevant networks. 
13. This is a position of high trust where the postholder may be required to work with a broad spectrum of highly sensitive information, including personal data and commercially sensitive matters.  Discretion, tact, diplomacy and sensitivity are therefore absolutely essential. 
14. The postholder will undertake any project work and any other duties as directed by the University Secretary within the grade definition.

	General Duties
	15. To fully engage with the University’s Performance Enabling and Welsh language policies
16. To promote equality and diversity in working practices and to maintain positive working relationships.
17. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
18. Any other duties as agreed by the Faculty / Directorate / Service Area.
19. To ensure that risk management is an integral part of any decision making process, by ensuring compliance with the University’s Risk Management Policy


	Leadership Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values: Professional services values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

In addition you will operate to a defined set of Leadership Values: 

We are Professional 
We develop ourselves and our teams through continued professional development, and use feedback to improve. We create a culture that delivers successful outcomes through people, supporting, developing and challenging our teams to succeed. We involve our people in developing a vision for the future and in enabling innovation and change, improving University, team and individual performance.

We Work Together 
We enable our teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of our customers. We are responsible for creating environments that demonstrate equality, foster trust, respect and challenge. We are accountable for providing clarity and direction, communicating the “big picture” and harnessing ideas and opportunities to achieve the University’s vision.

We care 
We create environments that identify, understand and give priority to delivering the needs of the University Community (our students, colleagues, external partners and the public). We motive and inspire our teams to provide the highest standards of personalised care and in doing so uphold the Swansea University brand.


	
Person Specification

	Essential Criteria:

Leadership Values:
1. Demonstrable evidence of creating a culture that delivers successful outcomes through people, developing and challenging teams to succeed and take pride in delivering professional services and solutions.
2. Ability to enable teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of customers, and in creating environments that demonstrate equality, foster trust, respect and challenge.
3. Demonstrable experience of creating environments that identify, understand and give priority to delivering the needs of the customer, and in motivating and inspiring teams to provide the highest standards of personalised care.

Qualifications
Educated to a degree level or equivalent governance experience.

Experience, Knowledge and Skills

1. A strong track record in a governance role, preferably within a higher education environment.
2. An understanding of HE governance or equivalent experience of providing specialist advice and guidance within constitutional and regulatory frameworks.
3. Demonstrable experience of driving effective business and leading in specific areas of expertise.
4. Ability to demonstrate highly developed written communication skills and experience of producing professional, accurate, high-quality minutes, undertaking effective desk research and translating complex, high-level information effectively communicating complex issues succinctly to a range of audiences.
5. Ability to demonstrate excellent oral communication and interpersonal skills.
6. Evidence of providing a broad range of professional, customer focussed information, demonstrating a high understanding of individual customer needs, including producing high quality reports, presentations, organising events, confidential minute taking, draft emails to senior stakeholders and web site development.
7. Ability to demonstrate excellent personal organisational and time management skills with the ability to prioritise tasks, work to competing deadlines and manage a varied workload.
8. Ability to demonstrate strong initiative, proactivity and a positive attitude to change, quickly adapting to changing working methods and structures. 
9. Demonstrable experience of conducting reviews and identifying and delivering on improvements to service.
10. Demonstrable experience in building and maintaining successful working relationships at every level with both internal and external stakeholders.
11. Demonstrable experience of working accurately and with attention to detail within appropriate regulatory and other contextual frameworks in a fast-paced environment.
12. Ability to work effectively as part of a team and to demonstrate a strong team-working ethos.
13. Highly developed IT skills with a thorough working knowledge of Microsoft Office systems and the ability to use a range of online systems (including SharePoint, Teams, online committee platforms, etc ), quickly adapting to regular advances in technology and new software packages.
14. Experience of recognising and working with sensitive and confidential issues and documents, ensuring that they are dealt with sensitively and appropriately. 
15. Experience of line-managing staff.
16. Evidence of actively seeking and acting upon feedback to learn and develop as a professional.

Desirable Criteria:
1. Experience of working in Higher Education
2. Ability to communicate in Welsh.


	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
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