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DRAFT
JOB PROFILE:
Head of Governance and Company Secretary
RESPONSIBLE TO:
Chief Executive
RESPONSIBLE FOR:
 Governance, Corporate Services, Risk and Assurance, Insurance, PA services to Chief Exec, Office Management, Legal, Business Intelligence, Communication.
PURPOSE:
To be responsible to the Chief Executive in “Championing” excellence in all governance and economic regulation 
                                          To be an excellent communicator and ambassador for the Chief Exec, Board, Regulator, staff and stakeholders regarding all matters of regulation and compliance.
To make a positive and creative contribution to the Senior Management Team in developing and implementing the Company’s business strategy.

Take responsibility for identifying and managing risks related to your area of the business and put in place appropriate controls to ensure those risks are effectively mitigated.


To work within the Company’s Policies ensuring that these are



complied with throughout all activities within the scope of this



role to ensure the highest standards of customer service.

Ensure that all activities undertaken are carried out to the highest standards of integrity and professionalism in accordance with the Company’s policies and procedures.
KEY OBJECTIVES:

1. Ensure that Teign Housing is fully compliant with the economic objectives of our Regulator as defined in the Regulatory Framework for Social Housing.
2. Ensure that Teign Housing operates within all regulatory guidance, statutory and legislative requirements.
3. Work with the Chief Executive and Corporate Services Manager to maintain and continuously review an excellent governance and assurance framework.
4. Act as Company Secretary for Teign Housing and Templer HomeBuild by:
· Providing advice to Board members on the governing and regulatory documents and ensuring that they comply with their rules.

· Keeping under review all legislative, regulatory and governance developments that might affect decision making or the organisations’ operations.
· Keeping up to date with changes in company and charitable law
· Ensuring that statutory forms are filed within prescribed deadlines.

· Oversee the arrangements of General Meetings.

· Maintaining statutory and regulatory registers.

· Monitoring compliance with the governing documents and Association’s Code of Conduct, including management of an annual declaration of interest’s exercise.  Provide advice to Members and staff on probity issues.

· Managing customer and stakeholder consultation on governance changes.

· Liaising with Teign Housing’s legal advisors on governance matters.

· Acting as nominated officer for Fraud and Whistleblowing reporting.
5. Ensure Board effectiveness through professional appraisal and training programmes.
6. Commissioning consultants and legal advisors to support the Board and Senior Management Team as appropriate.
7. With the Chief Executive lead on the development of Teigns framework for reporting on the twelve core themes of the Environmental, Social and Governance sustainability report standards.

8. Work with the Board to ensure the services of governance meet the needs of our residents and the Social Housing White paper.
9. Working with the Board and Senior Management Team to create and periodically review the Corporate Plan.
10. Ensuring all policies remain up to date through the management of a policy schedule and library.
11. Representing Teign Housing at relevant external networks to identify best practice and share expertise
12. Oversee the work of the Corporate Services Manager on legal issues such as Right to Buy/Acquire/Lease and Shared Ownership. Ensure our residents have clear advice and opportunity to purchase their home should they choose to do so.

13. Responsible for ensuring the timely and accurate production of management information; Balanced Scorecard performance management, Data analytics and Customer Insight. 

14. Oversee the production and issue of Teigns Corporate plan and Annual report.

15. Oversee the Risk and Assurance Manager to develop, monitor and maintain a risk management strategy, which is agreed by the Board, and which embraces best practice policies and procedures to provide effective control of the Company’s assets and liabilities and limits the Company’s exposure to risk.
16. Liaise with Internal Auditors and ensure a robust control environment across the company.
17. Ensure the company has a strong insurance Policy and Procedure in place.

18. Prepare, monitor and manage annual budgets for all areas of responsibility and be responsible for control of all procurement within the budget in accordance with Financial Regulations.

19. Work with the Senior Management Team to develop service plans and individual targets in line with our Business plan objectives. Ensure that monitoring and review of the plans take place to deliver the outcomes. Analyse customer feedback from tenant events /surveys and report key findings and service improvement recommendations to the Senior Management Team and Board.
20. Manage the provision of a comprehensive, pro-active and confidential public relations, research and administrative support across the Company. 

21. Oversee the external and internal communications team. Ensure all company documentation and publications for our customers are consistent and clear. Promoting the company’s image and brand.             
22. Write, test and continually monitor policies and procedures, ensuring that the Company complies with all relevant legislation.
23. Responsible for the production, implementation and testing of the organisations Business Continuity plan. The plan must meet BS 25999-1 standards.
	No job profile can cover every issue, which may arise within the post at various times and the jobholder is expected to carry out other duties requested by the Chief Executive from time to time.






Signed by Post Holder: …………………………………………………………………..





Print Name:…………….…………………………………………………………………..





Date: …………………………………………………………………………………………








