[image: ]

	Job specification

	Governance and Risk Analyst

	
	

	Job title – Governance and Risk Analyst

	

	Responsible to Head of Governance, Procurement and Risk

Responsible for 
	

	
	

	Purpose
	

	Supporting the maintenance of effective governance, procurement and risk management frameworks across the business.

	Location
	

	Home based with travel to the Manchester Office



	Area of role and description
	Performance expectations

	Governance, Risk & Compliance System
	· Support the development and administration of the GLH Governance, Risk and Compliance system, including stakeholder training and awareness, system maintenance and updates, reporting and data accuracy.
· Produce and prepare reporting for senior committees and Board.
· Subject matter expert on system usage and updates.

	Governance 
	· Provide administrative support for Board and Committee meetings, including management of the forward plan, distribution of agenda, preparation of packs, producing minutes and tracking matters arising.
· Ensure governance policies and procedures, governance structures and instruments are kept under review and are compliant. 
· Support the production of governance and risk reporting.
· Ensure that strategies and policies are kept under review in line with agreed timescales. Support managers in developing policy content, communicating with stakeholders and aligning with business strategy objectives.
· Maintenance of Gifts & Entertainment and Conflict of Interest Registers. 
· Maintain intranet presence.

	Risk Management
	· Support the embedding of risk management, including risk register and control library maintenance, control maturity (identification, design, effectiveness and assurance), risk and control self-assessment, emerging risk identification and reporting.
· Support risk event management and investigations, including conducting root cause analysis.
· Deliver training and awareness of risk management 
· Support Business Continuity Management, Incident Management and Disaster Recovery activities, including maintenance of documentation, scenario testing, lessons learnt etc.
· Maintain oversight of insurance claims and legal expenditure and support annual insurance renewal.

	Procurement
	· Provide administrative support to Procurement Team, including pipeline management and tollgate reporting.
· Compile and report key KPIs and other metrics.
· Support procurement projects and in-life contract management activities.
· Co-ordinate Third Party Risk Management oversight activities. 
· Support Procurement key controls and risk management activities.

	Data Protection
	· Support compliance with Data Protection requirements, including investigation and management of subject access requests, data breaches, privacy impact assessments etc. 
· Maintenance of Record of Processing Activities and management of data deletion / record retention protocols.
· Support the safe collection of data, ensuring data is safely and appropriately managed, reported accurately and produced in a timely fashion to aid sound decision making.

	Person specification

Essential 
· Demonstrable knowledge and experience of:
· Corporate governance in a regulated sector
· Operational risk management
· Data Protection
· Business Continuity Planning and Incident Management
· Policy Management
· Strong all-round business and commercial acumen and able to deliver results under pressure
· Highly numerate with strong analytical skills to articulate information to varied audiences in both written and verbal presentation
· A team player with a strong focus on service, results and delivery
· Excellent interpersonal, listening and written communication skills. Ability to work co-operatively and strategically in a team environment
· Positive attitude and self-motivated, with effective organisational skills
· Experience of co-ordinating action and improvement plans and working with stakeholders to resolve on time
· Knowledge of or willingness to learn more about learning disability and autism

Desirable
· Business or Finance qualification to recognised degree or higher level
· A professional qualification in any of the following – governance, company secretarial, risk management, data protection, legal etc.
· Change management, being able to roll out new ideas and processes throughout the organisation
· Experience in supporting company secretarial functions, including reporting to appropriate bodies e.g., Regulator of Social Housing, Financial Conduct Authority, Companies House
· Knowledge of how to establish and maintain effective systems for information monitoring and reporting to stakeholders.
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