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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

	Criteria
	Essential
	Desirable

	Qualifications
	Educated to degree level, or equivalent, or able to demonstrate equivalent knowledge and skills gained through relevant professional experience.

	Relevant professional qualification, training, or accreditation in governance, complaints handling, information governance, records management, policy, compliance, or public administration.

	Experience
	Experience of providing high quality governance, secretariat, committee, or business support in a complex organisation.

Experience of coordinating formal meetings, including preparing agendas, managing papers, recording decisions, monitoring actions, and supporting effective forward planning.

Experience of drafting clear, accurate, and well-structured minutes, reports, briefings, correspondence, or policy material for senior audiences.

Experience of managing competing deadlines, business cycles, and administrative processes with a high level of accuracy and attention to detail.

Experience of handling sensitive, confidential, or complex information appropriately and with sound judgement.

Experience of supporting complaints, casework, investigations, policy review, compliance activity, or related quality assurance processes.
	Experience of working within higher education, further education, the public sector, or another regulated environment.

Experience of supporting committee effectiveness reviews, governance surveys, elections, appointments, or formal governance processes.

Experience of using electronic meeting management or governance software.

Experience of supporting information governance, records management, SharePoint compliance, retention schedules, or document control arrangements.


	Knowledge and skills
	Strong understanding of effective governance, formal decision making, committee administration, and the importance of clear audit trails.

Excellent written communication skills, with the ability to produce accurate minutes, reports, briefings, policies, and correspondence to a high professional standard.

Strong organisational and planning skills, with the ability to manage business cycles, forward planners, deadlines, and multiple workstreams.

Good digital skills, including confident use of Microsoft 365 applications, SharePoint, Teams, Outlook, Word, and Excel.

Understanding of confidentiality, data protection, records management, and good information management practice.
	Knowledge of the SPSO Model Complaints Handling Procedure or comparable complaints handling frameworks.

Knowledge of higher education governance, regulatory expectations, and committee structures.

Knowledge of policy development, approval routes, review cycles, and document control principles.

Knowledge of information governance, records management, archives, retention, and SharePoint governance arrangements.


	Personal qualities
	High level of professionalism, discretion, integrity, and sound judgement.

Confident and resilient when dealing with complex, sensitive, or high-risk matters.

Able to work independently, take ownership of tasks, and follow matters through to completion.

Flexible and responsive, with the ability to adapt to changing priorities and support the wider work of the University Secretary’s Office.
	Commitment to continuous improvement and to strengthening governance, assurance, complaints handling, and information management practice.


	Other circumstances
	Able to work flexibly to support the requirements of the committee cycle, governance business, complaints handling, and other time sensitive activity.

Commitment to maintaining confidentiality and acting in accordance with UHI policies, procedures, and values.

	Knowledge of, or interest in, Gaelic language and culture.

Commitment to support the achievement of UHI's Sustainability Policy and Strategy 2023-30 objectives.
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