[image: ]

	Job Summary Overview

	Job title
	Governance and Communications Officer

	Career family
	

	Professional pathway
	Finance, Commercial and Pensions

	Career family level
	

	Grade
	10

	Reports to
	Strategic Manager - Governance and Communications

	Financial responsibility
	None

	Supervisory responsibility
	No direct reports or supervision.

	Reference number
	




	Job Summary

	
The Governance and Communications Officer supports the effective governance and communication arrangements of the Pension Fund. Reporting to the Strategic Manager - Governance and Communications, the post maintains key governance records and processes, including forward plans, risk and breaches logs, performance information and training records, and provides day-to-day support to the Senior Governance Officer.

The post holder also supports the Senior Communications Officer across all aspects of Fund communications in line with the Communications Policy. 

Working closely with colleagues across operations and investments, the role helps to ensure that governance requirements are met in practice and that members and employers receive clear, timely information about the Fund. The post operates with a reasonable degree of autonomy in managing its workload, within frameworks set by the Strategic Manager - Governance and Communications.

Key Responsibilities and Deliverables

· Maintain governance documentation for the Fund, including approved policies, procedures and terms of reference, ensuring documents are formatted, version-controlled and stored and published in the correct locations.
· Ensure governance records and documentation within the post holder’s remit – such as minutes, policies, training records, risk and breach entries – are stored securely, accurately indexed and retained in accordance with information governance and audit requirements.
· Update content on the Fund’s website, member and employer portals and in Fund communications (for example policies and statements, news items and web pages), ensuring information is accurate, accessible, inclusive and up to date.
· Support with the planning and administration of meetings of the Pension Fund Committee and Local Pension Board, liaising with Democratic Services and updating forward plans, producing and distributing agenda packs, arranging logistics, recording decisions and actions, and maintaining accurate minutes and action logs.
· Update the Fund’s risk register with information provided by managers and the Senior Governance Officer, making sure risk entries follow agreed formats and are kept up to date. Collate assurance information and prepare draft risk reports and schedules for inclusion in Committee and Board papers.
· Maintain the breaches of regulations log by entering details of potential and confirmed breaches, tracking progress of investigations and outcomes, and preparing summary information for reporting.
· Maintain the Fund’s contract monitoring register.
· Assist Strategic Manager - Governance and Communications and Senior Governance Officer in monitoring General Code of Practice compliance and preparing for Independent Governance Reviews.
· Collect data from operations, investment and other teams to produce regular governance-related performance reports and KPI summaries for the Senior Governance Officer to review for onward presentation and reporting to the Head of Pension Fund and Pensions Committee and Board.
· Maintain accurate training records/logs for members of the Pension Fund Committee and Local Pension Board, updating attendance and completion information. 
· Assist arrangement of Pension Fund events and training by booking venues or online platforms, issuing invitations and joining instructions, and collating evaluation feedback.
· Monitor updates from bodies such as the Scheme Advisory Board, the Pensions Regulator and Government, logging relevant documents and guidance and highlight senior colleagues to items that may affect the Fund’s governance arrangements.
· Ensure Freedom of Information (FOI) requests are recorded in line with Fund procedures.
· Undertake any other duties consistent with the purpose and level of the role, as agreed with the Strategic Manager - Governance and Communications, to support the effective governance of the Fund.


[image: ]

1


	Specific requirements
	Essential
Mark with 
	Desirable
Mark with 

	Educated to A-Level (or equivalent) with GCSE passes in English and Maths, or an equivalent pension related qualification.
	
	

	Degree level or equivalent (including relevant pension qualification e.g. Member of IPPM/CIPP or equivalent).
	
	

	Experience of working in an administrative, governance, compliance or
communications support role within a public-sector or similarly regulated environment.
	
	

	Experience of preparing reports, minutes, action logs or performance information for senior officers, boards or committees.
	
	

	Experience of maintaining records, logs or registers (for example risk registers, training records or similar).
	
	

	Experience of updating website content or working with digital tools to present information to internal or external audiences.
	
	

	Experience of working with and building effective relationships with a wide range of people.
	
	

	Understanding of basic governance principles (such as roles of committees and boards, schemes of delegation and risk management) and willingness to develop detailed knowledge of LGPS governance requirements.
	
	

	Awareness of the role and purpose of the Local Government Pension Scheme and the responsibilities of an administering authority, or the ability to acquire this quickly.
	
	

	Awareness of information governance requirements, including data protection and the need for accurate record-keeping in a public-sector context.
	
	

	Concise, accurate and creative written skills, and the ability to communicate in writing with a wide range of audiences and to draft clear summaries and reports.
	
	

	Awareness of accessibility and plain English principles in written and verbal communications, with an interest in supporting clear and inclusive
communication.
	
	

	Good interpersonal, verbal and presentation skills
	
	

	Strong organisational skills, with the ability maintain accurate records and manage multiple tasks and deadlines.
	
	

	Good analytical skills, with the ability to interpret guidance, performance data and risk information, identify key points and escalate issues appropriately.
	
	

	Strong digital and IT skills, including confident use of standard office software (e.g. Outlook, Word, Excel) with the aptitude and willingness to learn new systems, technologies and multi-media communication tools.
	
	

	Reliable, detail-conscious and collaborative, with a commitment to high standards of integrity, confidentiality and customer service, and to working in line with the values and codes of conduct of the administering
authority.
	
	


	Working Arrangements

	· The post is not politically restricted.
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy
· Able to travel across the county and work from various office locations within the county.

	Health and Safety at Work

	
All employees have responsibilities for health and safety – both for themselves, colleagues and the people we work with.
The potential significant hazard(s) and risk(s) for this post are identified below (those ticked).






	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	☐
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	☒
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	☒
	Face-to-face contact with members of the public

	☐
	Other (please specify):
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