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	Position Title
	Manager, Corporate Governance

	Group/Portfolio
	Corporate Services

	Classification
	HEW 9 

	Position Number
	00059732

	Reports To
	Head, Corporate Governance

	Employment Type
	Fixed term



1.0 Position Purpose
The Manager, Corporate Governance reports to the Head, Corporate Governance and provides professional secretariat support for Council Committees, manages a range of corporate governance functions, monitors and responds to corporate governance matters to ensure ongoing compliance and best practice, and delivers advisory services to ensure the effective and efficient delivery of corporate governance. The Manager Corporate Governance may also undertake a range of broader corporate governance functions as advised by the Head Corporate Governance which may include the aforementioned or any other activities as determined from time to time.

This role operates in a complex regulatory and policy environment and will have access to highly confidential and/or sensitive information. The Manager Corporate Governance is responsible for providing a high quality service in a timely and efficient manner in order to support the activities across corporate governance. This extends to ensuring that the incumbent is able to attend meetings and events across University campuses or at other locations including attending outside of traditional business hours, as required from time to time.
2.0	Eligibility Requirements

· Postgraduate qualifications or an equivalent combination of at least five years relevant experience and/or education/training in a large complex organisation or in the higher education sector. 
3.0	Key Responsibilities

· [bookmark: On_the_recommendation_of_the_Vice_Chance]Perform the role of Secretary to Council Committees as nominated by the Chief Operating Officer in consultation with the Head, Corporate Governance, and assist the Council Secretary as required, including acting as Council Secretary if required during the absence of the Head, Corporate Governance. 
· Prepare submissions for Council and Council Committees; draft briefing and discussion papers and memorandums for the consideration of the Senior Executive; prepare correspondence on behalf of the Chancellor, Vice Chancellor, and the Chief Operating Officer; research and respond to records requests including RTI requests; research and draft original minutes of appreciation and other citation documents.
· Provide policy and procedural advice to key stakeholders about corporate governance and Council and committee matters.
· Manage the University’s policy library and compliance with the Policy Governance Framework, including providing advice and guidance in the development and review of University policies, initiating and leading process improvement; reviewing and streamlining policy content; ensuring occurrence of regular, systemic review of policies and procedures; and undertaking broad communication about policy changes.
· Proactively identify corporate governance policy issues and develop strategies and draft policy documents to address gaps in process and procedure. Research, monitor and advise on changing federal and state government legislative requirements and identify opportunities and develop proposals for continuous improvement to ensure best practice. Remain informed about current and emerging higher education sector and corporate governance issues.
· Manage the University's Delegations Register and compliance with the Delegations Framework, including drafting instruments of sub-delegation by the Vice Chancellor, management of records, annual reporting and review, communication of changes, and leading advice, resource development and training.
· Act as and support the Returning Officer for Council and Committee elections as required. 
· Manage the honorary degree process in accordance with the relevant policy and procedure, including preparation of relevant submissions, records management and preparation of citations. 
· Maintain the Conflict of Interests Register for Council and its Committees under the direction of the Head, Corporate Governance.
· Develop, maintain and deliver resources and training to support corporate governance processes, in particular for the development of submissions, policy review and development.  
· Contribute to the maintenance of the Corporate Governance Procedure Manual and develop and maintain efficient corporate governance processes, and map in Promapp and/or other platforms as required, and communicate to other stakeholders as appropriate.
· Oversee, undertake and/or coordinate major corporate governance projects and other corporate governance functions as directed by the Head, Corporate Governance.
· Contribute to Corporate Governance’s strategic and operational priorities. 
· Lead and promote compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.  
· [bookmark: 3.1_Criteria]Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.
4.0	Key Capabilities

· Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 
To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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