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PERSON SPECIFICATION
Governance Officer Vacancy Ref:

	Criteria
	Essential/ Desirable
	Application Form / Supporting Statements/ Interview *

	Relevant professional experience, including the ability to demonstrate a clear understanding of the role and responsibilities of governance in Higher Education (or a comparable complex organisation), and awareness of the associated legal, regulatory and compliance frameworks.
	Essential
	Application Form

	Experience of servicing committees to a high standard, including planning and preparing agendas, coordinating and quality‑assuring papers, drafting accurate and concise minutes, and ensuring timely circulation and follow‑up of actions.
	Essential
	Supporting Statements/ Interview

	Excellent written communication and report‑writing skills, with the ability to analyse, interpret and present complex information clearly, succinctly and accurately, exercising strong attention to detail.
	Essential
	Supporting Statements/ Interview

	Highly effective interpersonal and communication skills, with a strong customer‑service ethos and the ability to develop positive working relationships with colleagues at all levels, including senior leaders, using a range of communication methods.
	Essential
	Supporting Statements/ Interview

	Ability to work collaboratively as part of a team, making a proactive contribution to shared goals and supporting colleagues to achieve collective priorities.
	Essential
	Supporting Statements/
Interview

	Strong organisational and administrative skills, including the ability to plan and prioritise work, manage multiple tasks concurrently, and meet deadlines in a fast‑paced environment with shifting priorities.
	Essential
	Supporting Statements/ Interview

	Ability to exercise discretion and maintain strict confidentiality at all times.
	Essential
	Supporting Statements/
Interview

	Commitment to continuous professional development, including the ability to reflect on performance and identify development needs in consultation with a manager.
	Essential
	Supporting Statements/ Interview

	Competent use of Microsoft Office applications, including Teams, Excel and Word, with the ability to produce well‑presented documents and manage information effectively.
	Essential
	Supporting Statements/ Interview

	Experience of drafting written reports, policies, procedures or guidance materials.
	Desirable
	Supporting Statements/
Interview

	Experience of supporting organisational change or improvement activities.
	Desirable
	Supporting Statements/
Interview

	Knowledge of complaints handling, Freedom of Information legislation, and Data Protection requirements.
	Desirable
	Supporting Statements/ Interview



· Application Form – assessed against the application form, curriculum vitae and letter of support. Applicants will not be asked to answer a specific supporting statement. Normally used to evaluate factual evidence e.g. award of a qualification. Will be “scored” as part of the shortlisting process.
· Supporting Statements - applicants are asked to provide a statement to demonstrate how they
meet the criteria. The response will be “scored” as part of the shortlisting process.

· Interview – assessed during the interview process by either competency-based interview questions, tests, presentation etc.
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