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Description






	Position Title
	Senior Manager Corporate Governance

	Group/Portfolio
	Office of the General Counsel

	Classification
	Senior Staff Contract

	Position Number
	[X]

	Reports To
	Head of Corporate Governance

	Employment Type
	Continuing



1.0	Position Purpose
The Senior Manager Corporate Governance supports the Head of Corporate Governance in providing operational leadership and support around corporate governance responsibilities including Council and Committee secretariat regulatory compliance, preparation of reporting documentation and the development and management of delegations and policies.
Primary corporate governance activities include:
· Providing strategic and corporate governance advice and executive support to the Head of Corporate Governance, in supporting and advising the Chancellor, the Deputy Chancellor, Council Members and senior staff at the University.
· Supporting the operations of Council and several of its key committees, including Audit and Risk Committee, Finance and Infrastructure Committee, People, Nominations and Remuneration Committee and other committees as required.
· Under the guidance of the Head of Corporate Governance, managing compliance of corporate governance activities with legislation and policy, including the Griffith University Act and the governance components of the TEQSA Higher Education Standards. 
· Supporting the Head of Corporate Governance in managing the performance of a team whose responsibilities include policy review and implementation, elections, delegations review and management of the Delegations Register, management of corporate governance records, and provision of executive support for the Chancellor, Deputy Chancellor, Pro Chancellors, Council Members and external Committee Members. 
2.0	Eligibility Requirements

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

3.0	Key Responsibilities

· Support the Head of Corporate Governance in leading and managing the Corporate Governance team to deliver upon agreed strategic and organisational priorities. Contribute to the development of the University’s corporate governance framework, including the establishment, implementation and maintenance of good governance practices.
· Provide strategic governance advice to the Chancellor, Deputy Chancellor, Pro Chancellors, members of Council and senior staff of the university and prepare correspondence on their behalf as required. 
· Support the provision of secretariat services that support the business and operations of the University Council and several of its key committees (as listed below), and act as Council Secretary during the absence of the Head of Corporate Governance,
· Provide high level support and ensure the smooth operation of the key University committees that report to the University Council, including the, Audit and Risk Committee, Finance and Infrastructure Committee, People, Nominations and Remuneration Committee, and other committees as required by the Chief Operating Officer.
· Build and maintain strong relationships with the Office of the Vice Chancellor to ensure open lines of communication and consistent advice and support is provided across both offices.
· Support the oversight and management of the University’s Delegations Register, including advising on, developing, reviewing and reporting on  delegations in accordance with the University’s Delegations Framework.
· Oversee Policy library management, including responsibility for leadership, advice and systematic development and review of policy in accordance with the University’s Policy Governance Framework, and annual reporting on approved changes and conformance with the Framework.
· Deliver strategic communications, resources and training across the university on the University’s governance frameworks as overseen by Corporate Goverance including policy, delegations, secretariat support and elections.  
· Support the governance components of the University’s annual report.
· Support the ongoing review and annual governance compliance reporting on Council conformance against Domain 6 of the Higher Education Standards Framework (Thresholds Standards) 2021 and other relevant legislation. 
· Support the management of information and corporate governance records in accordance with legislation and University policy. 
· 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.
[bookmark: On_the_recommendation_of_the_Vice_Chance]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 Others section of our Capability Development Framework.
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