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	Job Title
	Governance & Membership Administrator

	Department
	Governance, Risk & Compliance

	Location
	St Edmund’s College (owned or occupied buildings)

	Reporting to 
	Governance & Membership Officer

	Length of Appointment
	Permanent

	Nature of Post 
	Full Time, 36.5 hours per week. Some flexibility is required, including occasional attendance at meetings and/or events outside normal working hours.

	Salary Range
	£32,221  



Main Purpose
The Governance & Membership Administrators provides flexible administrative support across the College’s governance, membership and compliance functions. Working closely with the Governance & Membership Officer and the other Governance & Membership Administrator, the postholder will support the effective operation of governance committees, administer senior membership processes throughout the member lifecycle, maintain accurate records and registers, and assist with key risk, compliance and information governance activities.
The role requires adaptability, attention to detail, confidentiality, discretion and the ability to work flexibly across different areas of activity according to operational priorities, helping to ensure continuity of service and effective delivery across the function.
Key Duties & Responsibilities
Governance and Committee Administration

· Support the administration of Governing Body, Council and College committees and sub-committees, including preparing agendas, collating and circulating papers, taking minutes, maintaining action logs and following up agreed actions.
· Maintain accurate governance records, including committee memberships, terms of reference, annual business cycles, declarations, appointment and election records, and associated filing systems.
· Support the administration of appointments, nominations, elections and renewals relating to Fellows, Senior Members, College Officers and committee memberships.
· Maintain governance information on College systems, the website and intranet, and support the development of SOPs, templates, guidance and process improvements.
· Act as a first point of contact for routine committee and governance queries. 


Membership Administration

· Support the administration of the full membership lifecycle, including recruitment, appointment, welcome, renewal and departure processes for Fellows, College Officers, visiting academics and other Senior Members.
· Act as a point of contact for routine membership queries and maintain accurate membership records across relevant systems.
· Support the production and maintenance of the College Calendar and other membership information.
· Support Fellowship communications and engagement, including Admission Ceremonies, Fellowship Dinners and other relevant events.

Risk, Compliance and General Administration

· [bookmark: _Hlk120117843]Support data protection and information governance processes, including Subject Access Requests, Freedom of Information requests, data incidents and associated records.
· Maintain governance, risk and compliance registers, policy review schedules and other trackers, highlighting deadlines, missing information and outstanding actions.
· Support policy administration, audits, reviews, regulatory returns, Health & Safety, risk management and other compliance activity as required.
· Maintain accurate records and filing systems in line with retention requirements and support relevant College databases, CRM, workflow and Fellowship Application systems.
· Provide general administrative support, including meeting coordination, diary management, routine correspondence, documentation and action follow-up.
· Provide flexible administrative support across Governance, Risk & Compliance and Membership in response to operational priorities.
· Work with colleagues to share best practise and ensure policies are adhered to
· Ensure the upkeep of the College, report any problems as necessary and help to keep the College litter free.
· Suggest and implement new ways of working and ideas, be an advocate for Continuous Improvement.
· Adhere to Health and Safety policies and procedures
· Complete ad hoc tasks as required

Person Specification

Experience 

· Experience in a busy administrative role, managing competing priorities and stakeholders – essential.
· Strong organisational and record-management experience – essential.
· Experience handling confidential or sensitive information – essential.
· Experience of minute-taking or producing accurate meeting records – essential.
· Ability to learn new processes and systems quickly – essential.
· Governance, committee or membership administration experience – desirable.
· Experience of GDPR, Freedom of Information or other compliance processes – desirable.
· Experience in higher education, a collegiate environment, charity, public sector or another regulated organisation – desirable.
· Experience coordinating formal events or using CRM/workflow systems – desirable.

Skills

· Excellent organisation, fastidious attention to detail and written and oral  communication.
· Strong IT skills, including Microsoft Office and the ability to learn new systems.
· Adaptable, proactive and able to manage multiple deadlines.
· Sound judgement and discretion.
· Ability to work independently and collaboratively and to identify issues requiring escalation.
· Strong emotional intelligence
· Highly diplomatic and confidential 

Qualifications

· Educated to A-level or equivalent, or able to demonstrate equivalent relevant experience.
· Degree-level education or equivalent experience – desirable.
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