	Melin Homes Limited
	[image: image2.jpg]Ve

melln

together we can






Job Description                   

Governance Assistant
	Responsible to:  Director of Business Improvement
	

	Responsible for:  
	

	Job Grade: Assistant
	

	Purpose:  The Governance Assistant will support the Governance Team to ensure we deliver excellent governance arrangements, supporting the business to understand and adhere to our regulatory requirements. The role will be part of a culture that ensures good governance runs throughout our activities and delivers compliance with relevant requirements through an effective and proportionate governance framework working closely with the Board and Senior Management Team (SMT).  
The role will support Melin’s governance, regulatory and legal compliance. Provide business assurance to the Melin Group by monitoring and developing the internal control environment.  The role will help support the Governance Officer and the Equalities and Data Protection Officer

	

	Duties & Responsibilities:



	1. Support for Board members, Audit Committee Members and Candleston Board of Directors
2. Provide support to the Equality, Diversity and Data Protection Officer, including help compiling subject access requests, training and work around achieving actions in the Equality and Diversity Strategy
3. To support Melins Welsh Language Strategy and approach to Welsh Language Standards
4. Help support the Audit and Assurance Committee, including taking minutes and supporting committee members
5. Help support the Candleston Homes Board, including taking minutes and supporting Board members
6. Support Melins Corporate Support function, including all contractual arrangements

7. Provide support for the day to day management of the internal audit programme and prepare reports on the programme for the Executive Team and Audit Committee, including status summaries of actions arising from the audits
8. Support the co-ordination of the Board training programme 

	
	

	9. 
	Demonstrate a commitment to customer care, safety, privacy, and equality by complying with all relevant policy and procedures, in particular those relating to:

· Health & Safety Legislation – to ensure that safe working practices and procedures are adopted at all times.

· GDPR legislation – to act in compliance with GDPR and data protection laws, ensuring adherence to GDPR standards. respecting confidentiality and privacy and protecting data subjects’ rights.
· Equality & Diversity – supporting the principles and practice of equality of opportunity as set out in the Association’s Equality & Diversity Policy.



	10. 
	To undertake any other relevant duties as determined by the Line Manager, Association or Chief Executive.



	Signed by Postholder
	
	Date
	


	[Job Title]
	Version Control 
	 Review Date: [Date]
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PERSON SPECIFICATION

Governance Assistant
	FACTORS
	CRITERIA
	ESSENTIAL / DESIRABLE

	Education, Training and Experience
	Excellent interpersonal skills with proven ability to work collaboratively.  
	E

	
	Able to present information, verbally and in writing, in a clear and concise manner, with excellent attention to detail. 
	E

	
	Positive “can do” attitude and willingness to support others where needed. 
	E

	
	Ability to multi-task and work in a fast-paced environment. 
	E

	
	Excellent IT skills, with thorough working knowledge of Microsoft Office (particularly Outlook, Word, Excel and PowerPoint). 
	E

	
	Ability to take accurate minutes/notes and effective record keeping 
	D

	Knowledge
	Excellent communication skills, verbal, presentational, written and specifically report writing for a variety of audiences 
	E

	
	Ability to work flexibly and effectively plan and prioritise workloads within set timeframes and deadlines 
	E

	
	Excellent relationship management skills and the ability to find solutions to complex problems involving different interests and parties. 
	E

	
	Understanding of an effective business process and experience driving improvements in systems and processes 
	D


