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Role description

	Post:
	Corporate Governance Co-ordinator to CEO and Chair
 

	Department:
	Corporate Services 

	Location:
	All Wales. 

We operate a hybrid working policy and have offices in Cardiff and Llandudno Junction.

Hybrid working allows our employees to split their time between working in an office and working remotely (be that at home or another location).

The postholder will be expected to attend the office occasionally to support face to face meetings hosted by the CEO, these will mostly be based in Cardiff.


	Pay Band:
	A2 £30,615 - £33,103

	Contract type:
	Fixed term until 31 October 2026

	Reports To:
	Corporate Governance Manager 
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Job Purpose:

To provide high-level governance and executive support to the Chief Executive Officer (CEO) and Chair, ensuring effective leadership, compliance with governance standards, and smooth operation of corporate processes.
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Key Responsibilities:

1. Provide professional and high-quality support to the Chief Executive and Chair 

· Manage and maintain accurate diaries, arranging meetings, hotels and travel arrangements
· Scan, review and progress chase email inboxes in a timely manner 
· Commission, prepare, quality assure and draft briefing material and presentations for the Executive Management Team (EMT) in advance of meetings
· Produce documents within agreed deadlines
· Keep and maintain an accurate electronic filing system 
· Prepare and draft correspondence on behalf of the Chief Executive and Chair 
· Support effective internal and external communication on behalf of the EMT
· Translation of small pieces of work for the EMT, Chair and Governance team 



1. [bookmark: _Hlk522606862]Work with the EMT to help them perform their duties

· Liaise with Welsh Government and other officials on behalf of the EMT 
· Manage and control information to the EMT, maintaining confidentiality when dealing with sensitive, personal or confidential information


1. Support corporate meetings

· Work with the lead officer in producing agendas
· Quality assure and disseminate papers
· Attend and take minutes
· Update actions and information 
· Produce minutes 
· Follow up on actions 


1. [bookmark: _Hlk522607011]Ensure the provision of an efficient and professional governance support office by managing and co-ordinating resources

· Managing incoming/outgoing correspondence/emails and telephone calls, and dealing with all issues pro-actively with the appropriate recognition of matters of priority, sensitivity and confidentiality
· Planning and co-ordinating travel itineraries (including booking flights and accommodation) for all domestic and overseas travel and ensuring best value
· Helping as necessary with arrangements for events, conferences, video conferences and seminars and providing support for meetings, including arranging the venue, refreshments, preparing agendas/papers, ensuring supporting paperwork is distributed in a timely manner, taking minutes, and following up any action points
· Ensuring project/financial records are obtained, co-ordinated and appropriately dealt with
· Dealing with expenses claims 
· Coordinating response to external consultations 
· Providing cover for colleagues in the Governance Support Team when necessary e.g. during absences

1. Support delivery of the governance team annual work plan activities

· Support the team in leading on the development and implementation of governance systems within the organisation and ensuring that standards are maintained across the organisation
· Support staff and Board members with any specific needs that they have to enable them to perform their duties effectively
· Be a source of expert information and advice to colleagues across the organisation on governance matters, including the Board, bilingualism, tone of voice and quality standards in order to maintain the organisation’s high standards
· Promote and integrate Social Care Wales’s ethos of bilingualism and adherence to the Welsh Language Standards throughout the work of the team, and ensure that this is at the heart of the organisation’s work


You will also be required to do the following:

· Act as point of contact for the EMT, both internally and externally, implementing a system of control and re-directing enquiries where appropriate.
· Be aware of the political context in which Social Care Wales operates.
· Undertake the control and distribution of correspondence for the Chief Executive and Chair.  
· Ensure all information issued through the Corporate Governance team is quality assured and produced to Social Care Wales’ standard.
· Prioritise a varied workload to ensure deadlines are consistently met.
· Provide cover for other team members as appropriate.
· Contribute to the review and development of administrative and office systems and processes by suggesting improvements and working with team members to improve efficiency and effectiveness of all processes. 
· Update website and intranet with accurate and targeted communication.
· Promote the effective integration of Social Care Wales’ values, anti-discriminatory practice, equal opportunities and the Welsh Language standards throughout all aspects of work and place service users at the heart of the agenda.


Governance

1. Maintain confidentiality and adhere to the organisations policies when dealing with sensitive, personal or confidential information.
2. Respond proactively to colleagues, participate in team working, attend meetings, work to corporate policies and procedures and contribute to the running of Social Care Wales, its values and policies.
3. Undertake relevant training and learning activities and where required assist with the training and development of others.
4. Undertake other duties that may reasonably be requested which are appropriate to the level of the post.
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Person specification

	Post:
	Governance Co-ordinator to the CEO and Chair 



We expect all our staff embrace and demonstrate behaviour that is in line with our Organisational Values.

Respect Everyone 
Seeing people as Individuals and treating everyone with dignity and respect	

Professional Approach	
Acting responsibly and appropriately, holding each other to account.

Always Learning 
Improving ourselves and supporting others to be the best we can be.

Involve People	
Encourage and enable everyone to work together
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	Essential

	Desirable

	Qualifications

	
	Business administration qualification or equivalent experience in relevant field


	Knowledge
	Knowledge of the public sector, particularly Welsh Government or Welsh Government Sponsored Bodies.
	Policy knowledge of either:

· Regulatory bodies
· Further/ higher education or qualifications development
· Research 


	Experience
	Business administration

Providing administration support to senior / executive level meetings, including taking minutes

Providing high quality administration support to senior / executive staff

Effective time and priority management

	Supporting projects and programmes

	Skills and Attributes
	Excellent written communication skills to produce minutes, letters, briefings and emails in a clear and understandable way

Excellent organisational and time management skills with the ability to organise and plan own work, identifying conflicting demands, establishing clear priorities and delivering objectives on time

Attention to detail

Proactive and innovative problem solver

Able to maintain confidentiality and act with discretion and diplomacy

Ability to develop and maintain excellent working relationships with a range of stakeholders and senior level staff

Using communication to work effectively within a busy team 

Digital literacy, including Microsoft Office and virtual meeting platforms (Microsoft Teams)


	Ability to understand the different relationships which affect the strategic and executive leadership of a Welsh Government Sponsored Body

	Language Skills
	Reading Welsh 
Can read most work-related material

Speak Welsh 
Can hold most work-related conversations 

Understanding Welsh 
Can understand most work-related conversations

Writing Welsh 
Can prepare most written work in Welsh 
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