 Senior Governance Manager  

Role description 

This is a senior role with significant autonomy, at the heart of how the Academy of Medical Sciences is governed and led. You will ensure governance enables effective, timely decision making and provides robust assurance, and supports strategic focus and organisational impact.  

Working closely with the Chief Executive, Senior Leadership Team (SLT), Council (Trustee Board), Committee Chairs and Honorary Officers, you will lead the delivery, assurance and continuous improvement of the Academy’s governance, shaping how business is prioritised, framed and progressed so that Trustees receive clear, decision ready information and the right issues are considered in the right forums.

You will provide authoritative governance advice and oversee trustee, committee and decision‑making processes in line with Charity Commission requirements, and the Academy’s Royal Charter and Regulations. You will make sure governance works in practice and lead structured reviews of governance effectiveness, embedding improvements. You will operate with judgement in complex, sensitive and high‑profile matters.
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Job level
Grade 3: Senior Manager
Reports to
Chief of Staff 
Salary
£69,080
Direct reports
N/A
Department
Operations 
Role duration
Permanent 


Location
41 Portland Place, London, W1B 1QH



About the role

1. Governance leadership, agenda‑setting and strategic focus

· Own the Academy’s governance activities and lead the annual cycle of governance business across Council, Honorary Officers and Committees, maintaining an integrated forward plan and decision map (including reserved matters, annual approvals and regulatory deadlines) and shaping agendas to ensure items are appropriately routed, well framed and progressed through the right forums.
· Provide high‑quality secretariat leadership.
· Act as the Academy’s governance lead, using professional judgement and delegated authority to uphold governance standards, ensure compliance and decision‑readiness.
· Maintain oversight of committee and trustee structures (membership, terms, vacancies and succession), ensuring committees are appropriately constituted and quorate and that changes are planned and managed in good time.
· Work in close partnership with senior colleagues align governance cycles, agendas and information flows with the Academy’s strategic priorities and delivery plans, enabling effective oversight and decision‑making.
2. Governance effectiveness, review and improvement
· Lead reviews of the Academy’s governance arrangements, presenting clear findings and recommendations to Council and supporting the implementation of agreed improvements.
· Ensure that governance reviews go beyond structural or compliance considerations, assessing how effectively governance supports strategy, delivery, learning, risk management and organisational performance.
· Track and report progress against agreed governance improvements, providing assurance to Council and the Executive that changes are landing as intended.
3. Governance systems, assurance and escalation
· Design and maintain governance assurance mechanisms, including clear thresholds for escalation, exception reporting and re‑approval where financial, risk or delivery tolerances are exceeded.
· Work closely with colleagues responsible for strategy, planning, finance, risk and impact to ensure alignment between governance processes, strategic planning cycles, performance reporting and organisational assurance.
· Ensure governance time and attention are directed towards the issues that most affect the Academy’s strategic focus, performance, sustainability and reputation.
· Ensure governance mechanisms provide early visibility of emerging issues, delivery risks and strategic trade‑offs, enabling timely intervention and course correction.
· Review and continuously improve governance processes to ensure efficient, timely and secure circulation of information and oversee secure management of governance records.
· Ensure governance processes align with data protection and information security requirements.
4. Trustee affairs, accountability and development
· Maintain accurate records of Trustees, terms of office and rotation schedules, manage the Register of Interests and conflict‑of‑interest processes.
· Coordinate trustee induction and structured trustee development, including skills audits and targeted development in areas such as finance, risk, EDI, ESG and cyber security.
· Ensure timely regulatory filings, including Charity Commission and Companies House updates.
· Support review and amendment of Regulations and constitutional documents as required.
· Oversee governance compliance for subsidiary entities in collaboration with relevant colleagues.
· Support effective risk governance by ensuring that risk evaluation, review and reporting are scheduled and presented to the appropriate committee(s) and Council in line with agreed requirements.
5. Elections, appointments and succession
· Support the Nominations and Governance Committees with high‑quality papers, advice and process leadership.  
· Support the promotion of diversity and inclusion within governance structures and monitor relevant data.
· Support long‑term succession planning for Council, Committee Chairs and Honorary Officers, ensuring continuity, capability and diversity across the Academy’s governance.  Oversee trustee due diligence and eligibility processes.
· Manage elections for Council, Honorary Officers and other formal Academy roles in accordance with Regulations, liaising with external providers to deliver secure online voting processes.
6. AGM, formal meetings and subsidiary boards
· Support the effective functioning of the Finance Committee, Remuneration and Benefits Committee, AMS Trading Limited and other subsidiary boards, ensuring that reporting and assurance from these bodies supports Council’s oversight of strategy, performance and impact.
· In partnership with Finance colleagues, ensure governance‑related financial reporting to Finance Committee and Council is appropriately structured, timely and compliant (including papers supporting budget approval, reserves, audit and key financial controls where relevant).
· Manage all arrangements for the Annual General Meeting and any Extraordinary General Meetings in line with constitutional requirements.
· Provide governance and administrative support to the President and Honorary Officers as required, co-ordinating high‑level meetings and drafting correspondence.
7. Governance culture and management
· Champion governance as a strategic asset — one that enables clarity, accountability, pace and delivery, as well as compliance.
· Lead and build governance capability across the Academy, coaching colleagues who contribute to governance business (papers, reporting and follow‑up) and driving consistent ways of working.
· Champion governance as a strategic asset — one that enables clarity, accountability, pace and delivery, as well as compliance.
· Lead and build governance capability across the Academy, coaching colleagues who contribute to governance business (papers, reporting and follow‑up) and driving consistent ways of working.
· Provide trusted advice to senior staff and Trustees, and escalate governance risks, concerns or systemic weaknesses to the Head of Strategy, Chief Executive and, where appropriate, the Chair or President, with clear analysis and recommendations for action.
· Manage the governance budget.
· Contribute positively to cross‑organisational working.

About you

· Significant experience in a governance / board or committee support role within a complex and/or regulated environment (e.g., charity, membership organisation, higher education, public sector, regulated professional body).
· Strong understanding of charity governance and/or company secretariat practice, including regulatory compliance and best-practice governance standards.
· Ability to provide governance assurance: effective committee operations, high-quality decision-making processes, and tracking of decisions/actions through to completion.
· Experience supporting risk and financial governance (e.g., risk registers/reporting, committee reporting, audit/budget/reserves papers) and confidence quality-assuring papers for senior forums.
· Excellent written communication, including drafting and quality-assuring Board/Committee papers and producing accurate minutes.
· Strong organisational skills, sound judgement and discretion, and confidence working with Trustees and senior stakeholders.
· Strong digital literacy and a track record of improving systems and processes.
· Governance/company secretariat qualification and/or membership of CGIUKI (desirable), or equivalent demonstrable professional practice.


Benefits

We provide our staff with a comprehensive benefits package outlined as follows: 
Competitive Rewards 
· Generous pension scheme with flexible contributions – we contribute between 8% - 13% of your gross salary (with employee contributions of 3% - 8%) 
· Life assurance at three times your salary 
Work-life Balance 
· Hybrid and agile working to suit your needs
· 26 days annual leave, plus Christmas closure days and bank holidays 
· Family-friendly policies including enhanced maternity and paternity leave (subject to a qualifying period) and coaching support for parents returning to work
Wellbeing and Development 
· Complimentary subscriptions to Headspace and Classpass to support your physical and mental wellbeing 
· Support through tailored learning and development 
Additional Benefits
· A range of enhanced benefits become available once you’ve completed your probation period
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