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Governance & Executive Office Manager




Reporting to CEO






YOUR PERSONAL PROFILE
YOUR ROLE…
The Governance & Executive Office Manager is responsible for coordinating and maintaining Trafford Leisure’s corporate governance, Board assurance and executive office arrangements.

The postholder will provide professional governance advice and support to the Board, its Committees, the Chief Executive and the Executive Team. They will maintain effective governance systems, coordinate organisational assurance, oversee governance and compliance workplans, and ensure that decisions, responsibilities and actions are appropriately documented and monitored.

The role will also support defined corporate projects and provide analysis, advice and high-quality reporting to support strategic decision-making and organisational improvement.

Our  Vision
Inspire and create opportunities for the people of Trafford to move more and live longer, healthier, happier lives
Our   Purpose
Move More Everyday

Our  Strategic  Outcomes
Improving Health outcomes for all
Excellent facilities, activities and programs
Net zero by 2038

YOUR SPECIFIC TASKS AND RESPONSIBILTIES INCLUDE BUT WILL NOT BE LIMITED TO
	1. [bookmark: _Hlk172902959]Maintain and continuously improve Trafford Leisure's corporate governance framework. 

	2. Manage the annual cycle of Board and Committee business, ensuring agendas, workplans and governance requirements are effectively delivered. 

	3. Coordinate the preparation, quality review and circulation of Board, Committee and Executive Team papers. 

	4. Provide governance advice and guidance to the Board, Committees, Chief Executive, Executive Team and report authors. 

	5. Ensure Board and Committee decisions, resolutions and actions are accurately recorded, communicated and monitored. 

	6. Maintain governance records, registers, delegations, terms of reference and decision logs. 

	7. Support Board effectiveness through inductions, development activities, skills assessments and governance reviews. 

	8. Coordinate Trafford Leisure's statutory, regulatory and corporate governance obligations. 

	9. Maintain governance calendars and schedules of reporting requirements, reviews and corporate returns. 

	10. Liaise with auditors, legal advisers, regulators and external stakeholders on governance and compliance matters. 

	11. Develop and maintain governance assurance processes and supporting evidence. 

	12. Support compliance with the Sport England Code for Sports Governance and other relevant governance standards. 

	13. Prepare governance, assurance, compliance and risk reports for the Executive Team, Board and Committees. 

	14. Monitor the completion of actions arising from Board decisions, audits, reviews and external assessments. 

	15. Coordinate the corporate risk management process and maintain the corporate risk register. 

	16. Coordinate internal and external audit activity and monitor the implementation of agreed actions. 

	17. Maintain Trafford Leisure's corporate policy framework and central policy register. 

	18. Support policy development, review, consultation and approval processes across the organisation. 

	19. Manage the governance and administrative business of the Chief Executive's Office. 

	20. Coordinate Executive Team agendas, forward plans, decisions and action tracking. 

	21. Prepare high-quality reports, briefing papers, presentations, research and analysis to support strategic decision-making. 

	22.  Coordinate corporate projects and organisational improvement initiatives as required. 

	23. Monitor progress against Executive Team priorities and identify areas requiring escalation or intervention. 

	24. Coordinate responses to requests for governance, compliance, assurance and corporate information. 

	25. Build effective relationships with internal and external stakeholders to support organisational effectiveness.



YOUR EDUCATION, EXPERIENCE, KNOWLEDGE, SKILLS, AND BEHAVIOURS
	EDUCATION AND QUALIFICATIONS

	1. [bookmark: _Hlk171939672]Degree level educated or equivalent 

	EXPERIENCE

	2. [bookmark: _Hlk171939704]Minimum of 2 years' experience in a governance, executive support, company secretarial, compliance or related role. 

	3. Experience of coordinating meetings, preparing agendas, papers and minutes. 

	4. Experience of maintaining records, action trackers and governance documentation. 

	5. Experience of producing professional reports, presentations and correspondence for senior stakeholders. 

	SKILLS AND ABILITIES

	6. Excellent written and verbal communication skills. 

	7. Strong organisational and time management skills with the ability to manage competing priorities. 

	8. Ability to prepare accurate minutes, reports and formal records. 

	9. Strong attention to detail and commitment to accuracy. 

	10. Ability to coordinate multiple workstreams and monitor deadlines effectively. 

	11. Strong analytical and problem-solving skills. 

	12. Ability to build effective working relationships with colleagues, senior leaders and external stakeholders. 

	13. Ability to work independently and use initiative while managing competing demands. 

	14. Proficient in Microsoft Office applications, particularly Word, Excel, PowerPoint and Outlook. 

	15. Ability to maintain confidentiality and exercise sound judgement.

	KEY BEHAVIOURS

	16. Acts with integrity, professionalism and discretion. 

	17. Demonstrates excellent attention to detail and takes pride in producing high-quality work. 

	18. Organised, proactive and able to anticipate requirements and follow through on actions. 

	19. Builds positive and collaborative working relationships. 

	20. Confident in challenging constructively and escalating issues where appropriate. 

	21. Adaptable and resilient when managing changing priorities. 

	22. Committed to continuous improvement and organisational effectiveness. 

	23. Takes ownership and accountability for delivering outcomes.

	OTHER

	24. Commitment to Trafford Leisure's vision, purpose and values.

	25. Flexible approach to working arrangements to meet organisational needs.
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