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ROLE PROFILE

	General Details

	Role
	Governance Professional

	Vacancy Number
	VN0192/26

	Department
	Executive Admin Team 

	Reporting to
	Chair of the Corporation

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week – Term time only 39 weeks per annum

	Salary
	£39,994.58 - £45,930.98

	Terms & Conditions
	Business Support

	DBS
	Enhanced



Our Vision is to be a world class college underpinned by our core values of  ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.

The Role
The purpose of this role is to:
· The role of the Governance Professional provides independent advice, support and leadership in all areas of corporate governance to the Chair, the Corporation, its committees, subsidiaries and the Executive Leadership Team to drive and embed governance best practice, support the Corporation in achieving its Strategic Mission and ensure risks to governance practice are highlighted and if necessary escalated to regulatory bodies.
· The Governance Professional is an Officer of the Corporation and is designated a Senior Post Holder. 
· The Governance Professional should lead and support governance, within Telford College, designing, implementing and maintaining governance frameworks and providing strategic advice, as part of the Triumvirate, to ensure the college operates with integrity and in compliance with legal and regulatory requirements.
· With the ability to confidently and effectively communicate and collaborate effectively with a diverse range of stakeholders, providing leadership and guidance to the Corporation, facilitating robust and effective decision-making processes, promoting transparency and ensuring governors are well equipped to fulfil their roles and responsibilities.

Key Objectives

The current ket objectives of the role are:

· To promote and support effective governance across the Corporation, including governance self-assessment, governor recruitment, induction and development, governor updating and the procurement of professional advice.
· To act as Clerk to the Governing Body to ensure the effective operation of the Corporation and its Committees, issuing agendas and ensuring that a timely, accurate and suitable formal record is kept of the proceedings and decisions to the Corporation.
· To advise the Chair and Governing Body on compliance with the requirements of the College’s Instruments and Articles, statutory requirements, the general law, and the Governing Body Standing Orders. 


Main Duties and Responsibilities
The successful applicant will be expected to:
Governance Leadership & Advisory

· To ensure that the Governing Body operates within its powers as outlined in the Instrument and Articles, the education acts and other relevant law affecting governance. 
· Working with the Chair, the Chairs of Committees and the Principal & Chief Executive Office and their team, to maintain and update an annual cycle of business and a one-year rolling schedule of meetings.
· To keep abreast of relevant legislative, regulatory, and other changes that have a bearing on further education and charity governance.
· Where appropriate prepare regular updates for Governors and clear, concise briefing papers and reports on governance and other relevant matters. 
· Provide authoritative and independent governance advice to the Chair, Corporation and Committees.
· Lead the development and continuous improvement of governance frameworks, policies and practices.
· Ensure robust governance oversight, including risk, assurance and accountability frameworks.
· Fulfil the statutory responsibilities of the Governance Professional as defined in the Instrument and Articles of Government.
· Drafting of regulatory returns and statutory governance documentation, ensuring they accurately reflect governance arrangements, compliance and sources of assurance.
· Lead governance self-assessment, improvement planning and external review readiness.
· Act as Clerk to the Corporation, ensuring lawful and compliant conduct of business.
· Act as the designated Whistleblowing Officer, ensuring appropriate governance oversight of concerns raised in line with the College's whistleblowing policy and regulatory expectations.
· Act as custodian of the Common Seal.

Governance Operations & Administration

· To organise, administer and minute the meetings of the Governors, keeping and updating action-records, and, where appropriate, formulating follow-up instructions.
· Provide governance administration as part of the Corporation’s control framework, ensuring the effective coordination of meetings, the integrity and accessibility of governance records, and the secure management of confidential information.
· Maintain robust governance systems and processes to ensure accurate record-keeping, transparency of decision-making, and compliance with statutory requirements.
· Maintain and oversee statutory governance registers, including the Register of Interests, ensuring accuracy, transparency and compliance with regulatory requirements.
· To organise, within the resources available, the provision of appropriate administrative support to Governing Body members
· Develop governance systems and digital tools where appropriate to improve efficiency and compliance.
· Enable effective Board and Committee performance through strategic agenda planning and alignment to organisational priorities.
· Support the Governing body with the recruitment, induction, training and ongoing development of governors, and succession planning, ensuring appropriate eligibility and due diligence checks are undertaken in line with statutory and regulatory requirements.
· Promote governance engagement across the organisation and ensure the Board is informed by stakeholder perspectives.

From time-to-time these responsibilities may be reviewed so that they evolve as part of the college’s strategic growth and success. You may also be required to take on other tasks related to the job to support the college in the delivery of its strategic aims, without changing the role's main purpose. 

Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practise.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.
This role profile is current as the date shown. It is liable to variation to reflect changes in the role.







PERSON SPECIFICATION


EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	C =
	Certificate

	Or a combination



	
	Essential
	Desirable
	Evidence

	1. Level 2 English and Maths
	✓
	
	A/C

	2. Relevant degree or equivalent qualification
	

	✓

	A/C

	3. Governance professional qualification (e.g. CGI) or willingness to attain qualifications
	
	✓

	A/C

	4. Understanding of governance and management interface
	✓

	
	I/A

	5. Professional relationship-building
	✓
	
	I/A

	6. Teamwork and flexibility
	✓

	
	I/A

	7. Communication skills
	✓

	
	A/I

	8. Organisational and planning skills
	✓

	
	A/I

	9. Diplomacy and independence
	✓

	
	A/I

	10. Integrity and judgement
	✓

	
	A/I

	11. Governance/Company Secretary/Senior Admin experience
	✓
	

	A

	12. Influencing skills
	✓
	
	I

	13. Subject knowledge through experience and training
	✓
	
	I

	14. High quality governance advice experience
	✓

	
	A

	15. Strategic planning ability
	
	✓
	I/A

	16. Autonomous problem-solving
	
	✓
	I



            



ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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