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	Job Title
	Governance and Assurance Officer

	Department
	University Secretary’s Office

	Responsible To
	Head of Policy Assurance & Compliance (Governance)

	Responsible For
	N/A

	Grade
	7

	Location
	Hybrid / UHI House, Inverness

	Job Objective

	
1. To provide the operational delivery of the University's governance and secretariat function, running the committee cycle and ensuring that governance business is conducted effectively, to time, and to a high professional standard across the committees of Court.

2. To coordinate the University's complaints handling function and taking the lead investigator role in complex and sensitive cases. 

3. To manage the effective governance of UHI’s policy framework by maintaining the policy register, coordinating the review and approval cycle, and assisting the development of clear, compliant, and consistently applied institutional policies across the partnership.

4. To assist coordination information governance activity at an operational level, including SharePoint compliance and information governance policies, working with the University Archivist and Information Governance Manager. 

5. To support and deputise for the Head of Policy Assurance and Compliance (Governance) on operational matters as required.


	Key Duties & Responsibilities

	
Governance and secretariat  
· To manage and run the University's committee cycle, owning the annual business calendar and workplans and coordinating the scheduling and flow of committee business across the governance function. 
· To provide expert secretariat support to a portfolio of Court's committees and groups. 
· To manage the University's governance appointments and elections. 
· To support the delivery of the annual committee effectiveness reviews and governance surveys across Court and its committees, analysing outcomes and preparing findings and recommendations. 
· To maintain and advise on the University's governing documents and committee framework. 
· To act as functional system lead for the University's electronic meeting and governance software. 

Complaints  
· To coordinate the University's complaints handling function in line with the SPSO Model Complaints Handling Procedure. 
· To take the lead investigator role in complex, high-risk, and sensitive complaints. 
· To case-manage complaints across the University, advising colleagues on process, obligations, and resolution. 
· To analyse complaints performance, identify trends and lessons learned, report to senior committees, and drive continuous improvement in handling and in the underlying services. 

Policy 
· To manage the policy register and review cycle, coordinating and progressing the development and review of policies across the partnership and preparing them for approval. 
· To develop and deliver a governance and complaints training and communications programme, ensuring that staff and members understand and can meet their responsibilities. 
· To provide first-class written material, briefing notes, reports, and correspondence, for the Head of Policy Assurance and Compliance (Governance) and the University Secretary's office. 

Information governance coordination 
· Coordinate information governance activity across the governance function, including monitoring and supporting SharePoint compliance and good information-management practice. 
· Maintain and help coordinate information governance policies, working with the University Archivist and Information Governance Manager to ensure consistency and currency. 
· To coordinate information governance activity across the governance function, including supporting compliance with information governance policies, records management requirements, and good information management practice.  
· To support the operation of the University's records management and archival processes, working with the University Archivist and Information Governance Manager as required.  
· To assist with the review and maintenance of information governance documentation, retention schedules, file structures, and SharePoint governance arrangements.  
· To contribute to information governance improvement projects, audits, reviews, and reporting activity.  
· To provide operational support for information governance processes and systems as required. 

General duties
· To participate in the university’s performance and development review procedure.
· To take due care of yourself and others in respect of health and safety.
· To attend training courses that may be identified as necessary by your line manager.
· Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.
· Contribute to UHI's climate, biodiversity, and sustainability goals, including net-zero by 2040.


	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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