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University Overview 

Manchester Metropolitan University is one of the UK’s largest academic institutions.  It is home to over 40,000 

students and sits at the heart of the City of Manchester, one of the UK’s most dynamic and dazzling 

conurbations.  The University is led by Vice Chancellor Professor Malcolm Press CBE and its Chancellor is The RT 

Hon Lord Mandelson.  It has four Faculties; 

◼ Faculty of Arts and Humanities 

◼ Faculty of Business and Law 

◼ Faculty of Health and Education  

◼ Faculty of Science and Engineering 

It is also host to 14 research centres and a range of Professional Services Directorates which is where the role in 

question sits.  The University has a network of over 330,000 alumni who live in 170 countries and it is ranked as 

the UK’s number one sustainable university.1  Equality and Diversity is integral to Manchester Met.  It has been 

awarded a number of charter marks and is a member of several relevant networks.  These include; 

◼ A bronze institutional Athena Swan award 

◼ Status as a Disability Confident Leader  

◼ In 2017, Manchester Met became the first university to achieve the top ‘Gold’ Disability Standard status. It 

is one of just five organisations to have achieved the highest rating of Gold 

The Institution’s most recent Equality, Diversity and Inclusion report is available here. 

 

The Road to 2030 

The University has just completed a refresh of its strategy, setting out an ambitious agenda for the decade 

ahead, framed within two core goals: 

Excellent Education  

To deliver an excellent education and a great university experience for its students, which transforms lives and 

leads to successful careers. 

Excellent Research with Impact 

To deliver excellent research and knowledge exchange that will help to address the grand challenges of our 

time, delivering local, national, and global impact. 

The University has seen some outstanding achievements since the inception of its previous strategy, including a 

new Institute of Sport, a School of Digital Arts, a Joint Institute with Hubei University in China, a triple accredited 

Business School and a Queen’s Anniversary Prize.  The refreshed strategy retains the five pillars that have 

anchored the Institution’s thinking, supplementing them with eight enabling strategies to lead the way for the 

delivery of the core goals over the period until 2026. It is accompanied by clear, measurable KPIs to drive the 

next step change for the Institution and will be a robust road map for progress up until 2026.  

 

1. 1 People and Planet University League 2021/22 

 

https://www.mmu.ac.uk/about-us/our-people/vice-chancellor
https://www.mmu.ac.uk/about-us/our-people/university-chancellor
https://www.mmu.ac.uk/about-us/our-people/university-chancellor
https://www.mmu.ac.uk/sites/default/files/2022-03/EDI-report-2020-21-MMU.pdf
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The Role 

Position Details 

Faculty/Directorate: Professional Services 

School/Department: Governance & Secretariat Team   

Team: Governance & Secretariat Team   

Job Title: Head of Governance & Secretariat 

Grade: Senior Staff 

Hours of Work: Full time 

Contract Duration (Perm/Fixed 

Term): 

Permanent 

Reports To (Job Title): Director of Legal Services (title under review) with a dotted line 

to the Chief Operating Officer and Clerk to the Board of 

Governors. 

Responsible For (Job Title): Staff in the Governance & Secretariat Team   

 

 

Principal Accountabilities  

The Head of Governance & Secretariat is responsible for providing strategic professional leadership for the 

University's governance strategy, including policies, prcedures and processes.  

They are responsible for ensuring that the University operates within its prescribed constitutional and regulatory 

framework and that the business of the Board of Governors, Academic Board and the University Executive 

Group is properly conducted, providing relevant, expert advice to the Board of Governors, the Vice-Chancellor, 

the Chief Operating Officer and other members of the executive. 

They will undertake a proactive approach in ensuring that the University is kept informed of, and responds 

appropriately to, sectoral and wider developments and initiatives that impact upon its governance 

arrangements. 

They will be the main point of contact for the Board of Governors, leading on committee servicing standards 

and providing a professional, high quality provision for committee servicing across the University. 
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Key Tasks 

Strategy, Knowledge & Expertise 

Provide professional leadership for the University’s governance strategy, ensuring a clear sense of purpose that 

will enable the University to deliver its vision, values, policies and priorities to the highest standards of corporate 

governance. 

Ensure the provision of high quality secretariat support to the University Executive Group, Board of Governors, 

Academic Board and Committees, Professional Services Leadership Team and other University Committees as 

required, keeping abreast of new and changing governance and regulatory requirements. 

Lead on best practice in University governance, ensuring that the University's governance structures, policies 

and procedures are effective, efficient, legally compliant, and support the delivery of the University's long term 

strategy. 

Use specialist knowledge to provide relevant, accurate and timely advice and guidance on the University's 

Constitutional Provisions, governance and regulatory requirements. 

Lead on, and hold ultimate responsibility for, providing an appropriate and effective policy framework across 

the University.  Monitor changes in policies for higher education, with a special focus on corporate governance, 

to ensure that the University’s policies and procedures aligh with sectoral best practive as well as maximising 

opportunites that may arise. 

Lead the Governance and Secretariat Team to deliver expert advice and guidance on all matters of governance, 

adopting a strategy of innovation and continuous enhancement to ensure that Manchester Met is at the 

forefront of current best practice and a leader for the sector. 

 

Relevant Experience 

 

• Significant experience of leadership and managing a team 

• Significant experience of operating at scale in a complex, multi-cultural environment, with a mix of 

linear, non-linear and interconnecting hierarchies and structures 

• Proven experience of advising at senior levels  

 

Communication - Accountability  

Support strong communication between the University Executive Group, the Board of Governors, Academic 

Board and their Committees. 

Using negotiation, influencing skills and tact, motivate others to achieve objectives alongside a busy schedule of 

competing demands. 

Represent the University externally at meetings, events and groups relating to institutional governance, and take 

responsibility for disseminating relevant information across the University as appropriate. 

Lead on the communication within the University and to external stakeholders (where appropriate) of: 

◼ The University's governance arrangements to ensure that the University operates within its prescribed 

constitutional and regulatory framework. 

◼ The work and decisions of the University's Boards and Committees. 
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Communication – Building Relationships 

Seek and promote external engagement within the HE sector to maximise opportunities to enhance the profile 

and reputation of the University. 

Develop communication channels between the University and the Students’ Union to support effective 

governance arrangements. 

Lead and participate in cross-University committees, working groups and project teams, as may be required, 

setting priorities and providing a positive, personal example and full engagement with the corporate change 

agenda. 

Form and maintain effective working relationships with relevant staff including the Chief Operating Officer, Chair 

of the Board, the Vice-Chancellor and the University Executive to help facilitate the effective conduct of Board 

business. 

Be the University's main point of day-to-day contact for Governors on University business including: 

◼ Overseeing the University-wide co-ordination of communications to Governors. 

◼ Overseeing arrangements for the recruitment and induction of new Governors and their ongoing 

development. 

Build effective relationships with the Board in order to ensure: 

◼ That the Board's membership complies with the Instrument of Government; 

◼ That communications with Governors are relevant and timely, keeping them informed of developments in 

the University and higher education sector; 

◼ That Governors receive relevant information to allow them to discharge their duties effectively and that 

new or revised responsibilities for Governors are drawn to their attention; 

◼ An effective interrelationship between the Board of Governors and Academic Board. 

 

Planning & Organising 

Lead on establishing robust frameworks for the organisation of the business of the Board of Governors and 

Academic Board, liaising with the Chair of the Board, the Vice-Chancellor and members of University Executive 

Group to prepare agendas and papers for meetings, ensuring that the business is conducted effectively and 

efficiently and in accordance with relevant terms of reference. 

Implement targeted quality improvement processes to ensure that consistent high standards of service delivery 

are maintained in servicing the Board of Governors, Academic Board, University Executive Group and 

Committees. This will include drafting agendas, undertaking the preparation of papers and reports and co-

ordinating the timely preparation of papers and reports by others, proof-reading reports for accuracy, minuting 

meetings and following up action points. 

 

Be responsible for the secure archiving and information management of all papers relating to the Boards and 

Committees, to ensure compliance with the University's Records Management Policy. 

Take responsibility for the development, maintainance and monitoring of: 

 

◼ University Committee Handbook and provide advice, guidance and training on committee procedural 

issues and standards, to ensure provision of consistent high quality committee servicing.  

◼ University Calendar to provide an accessible and authoritative source of information for a series of key 

University meetings, cycles and events. 
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◼ Systems for the approval, publication and review of the University’s policies, strategies, regulations and 

institutional codes of practice. 

 

Leadership & Management 

As a member of the University's senior staff, participate in the corporate management of the University, 

engaging in the strategic planning process and ensuring team understanding of corporate, faculty and 

departmental direction and objectives. 

Lead and manage staff in the Governance and Secretariat Team, engaging in:  

◼ Recruitment and selection, performance management and professional development of the team in line 

with University procedures. 

◼ Directing the development of the team through regular, structured discussions in line with the University's 

Professional Development and Review (PDR) scheme. 

◼ Ensuring that the University's policies are fully and effectively implemented within the team. 

◼ Ensuring that the University's financial procedures and regulations are followed in managing the 

Governance and Secretariat budget, and projects operate on a sound financial basis. 

◼ Ensuring value for money in the use of departmental resources, following good practice to ensure the 

effective and consistent application of University procedures. 

 

Miscellaneous 

You will ensure that appropriate management systems and procedures are in place to meet your health and 

safety duties and responsibilities contained within the University’s health and safety policy. In particular you will 

ensure that appropriate risk assessments are carried out in respect of significant hazards, and that safety 

inspections are undertaken on at least an annual cycle in each workplace under your control. 

You are responsible for: 

• Assessing and managing risk for all elements of work within your own area and for ensuring effective risk 

management processes are in place across your department 

• Applying the University’s Equal Opportunities Policy in your own area of responsibility and in your general 

conduct 

• Promoting high levels of customer care within your own areas of work 

• Promoting public engagement as a key element of community involvement 

• Supporting and engaging in the University’s drive for continuous improvement through people management 

and development 

• Assessing the training and development needs of each member of departmental staff to ensure they are 

adequately supported in relation to their work responsibilities 

• Promoting and engaging in the University’s strategy and actions on environmental sustainability 
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You are expected to engage with the PDR process in relation to the setting of your own objectives with your 

manager to assist in the monitoring of your performance.  In addition, you are expected to deliver the PDR 

process for your departmental staff and set appropriate objectives to assist in performance monitoring and the 

development of the individual. 

Such other relevant duties commensurate with the grade of the post as may be assigned by the Manager in 

agreement with you. Such agreement should not be unreasonably withheld. 

You may be, with reasonable notice, required to work at any of the Manchester Metropolitan University sites. 

 

Review  

This is a description of the job at the time of issue. It is the University’s practice periodically to review and update 

job descriptions to ensure that they accurately reflect the current nature of the job and requirements of the 

University and to incorporate reasonable changes where required, in consultation with the job holder. 

 

The Candidate 

In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many of the 

desirable criteria as possible. Where we have a large number of applications that meet all of the essential 

criteria, we will then use the desirable criteria to produce the shortlist. 

All disabled candidates who meet the minimum essential criteria will be included on the shortlist. 

Selection Criteria 

Attributes Item Relevant Criteria 
Identification  

Method 
Rank 

1 Skills & Abilities 

1.1 

 

 

 

 

 

    1.2 

 

 

 

 

 

 

 

 

 

 

 

 

A demonstrable ability to construct and 

implement strategic governance 

frameworks to address the short and 

long term aims of a large complex 

organisation. 

 

Strong communication and 

interpersonal skills including the 

confidence and ability to: 

• influence and persuade people at all 

levels (including the Board & Senior 

Staff members) in relation to 

significant events 

• explain high level policy and 

procedural documentation 

A/I 

 

 

A/I 

 

 

 

 

 

 

 

 

 

A/I 

 

 

 

 

 

E 

 

 

E 

 

 

 

 

 

 

 

 

 

E 
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1.3 

 

 

 

 

 

 

 

 

 

 

 

   1.4 

• translate strategic imperatives into 

operational effectiveness 

Strong planning and organisation skills, 

with a professional and positive 

approach to: 

• respond creatively to change 

• set standards at a sufficiently high 

level to achieve organisational 

objectives 

• plan ahead and think strategically, 

considering a wide range of 

stakeholders 

• work without direct supervision 

• use  judgement, rational analysis and 

experience to make timely decisions 

Ability to build and maintain 

collaborative working relationships 

across organisational boundaries  

A/I E 

2 

General &  

Specialist 

Knowledge 

2.1 

 

 

 

 

 

 

 

 

 

 

 

 

    2.2 

Significant working knowledge and 

understanding of: 

• public sector legisation and 

regulations 

• CUC and OfS requirements 

• regulatory guidelines and relevant 

legal provisions relating to higher 

education 

• current and emerging best practice 

in relation to governance and its 

relationship to the needs of the 

organisation 

Highly competent in using the suite of 

Microsoft Office applications. 

A/I 

 

 

 

 

 

A/I 

E 

 

 

 

 

 

E 

3 
Education &  

Training 

3.1 

 

 

 

 

  3.2 

First degree or equivalent qualification, 

or equivalent work experience, in an 

appropriate area relevant to the work of 

the department. 

 

Relevant Management Qualification 

A/C 

 

A/C 

E 

 

D 
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4 
Relevant  

Experience 

4.1 

 

 

  4.2 

 

  4.3 

 

 

A proven track record of operating 

effectively within a complex stakeholder 

landscape 

Significant experience of managing a 

committee secretariat. 

Significant experience of planning and 

organising, including: 

• managing a team 

• motivating and developing the skills 

and knowledge of others and 

providing effective feedback 

• planning and resource management 

• budget management and control 

• report writing 

• project management (such as the 

implementation of service 

improvement projects) 

• administrative processes & systems 

 

A/I 

 

A/I 

 

 

 

 

 

E 

 

E 

 

 

 

 

5 
Special  

Requirements 

5.1 

 

5.2 

 

5.3 

Able to work outside of normal working 

hours (evenings) as required 

A demonstrable personal profile of 

continuous professional development. 

Commitment to equality, diversity and 

inclusion policies and objectives. 

I 

 

A 

 

A/I 

E 

 

E 

 

E 

Date of Revision October 2017 

Key 

Identification 

Method 

A Application Form 

I Interview 

T Test 

C Copy of Certificates 

P Presentation 

G Group Assessment 

Rank 

E Essential 

D Desirable 
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Additional Details 

Key Dates  

Advert Closing: 30th May 2022 

Panel Interviews:  Provisionally, Friday 24th June 2022 

 

How to Apply 

The preferred method of application is online at www.berwickpartners.co.uk/85950   

If you are unable to apply online please email your application to response.manager@berwickpartners.co.uk  

All applications will receive an automated response. 

All candidates are also requested to complete an online Diversity Monitoring Form which will be found at the 

end of the application process.  

For detailed information on how we process your personal data, please review our privacy policy on our website 

https://www.berwickpartners.co.uk/privacy-policy/ 

In line with GDPR, we ask that you do NOT send us any information that can identify children or any of your 

Sensitive Personal Data (racial or ethnic origin, political opinions, religious or philosophical beliefs, trade union 

membership, data concerning health or sex life and sexual orientation, genetic and/or biometric data) in your 

CV and application documentation. Following this notice, any inclusion of your Sensitive Personal Data in your 

CV/application documentation will be understood by us as your express consent to process this information 

going forward. Please also remember to not mention anyone’s information or details (e.g. referees) who have 

not previously agreed to their inclusion. 

If you have any queries or would like more information in regard to this document, please contact: 

 

 

Elizabeth James 

Partner 

 

D: 0121 654 5924 

M: 07715 993 443  

E:  Elizabeth.James@berwickpartners.co.uk 

http://www.berwickpartners.co.uk/XXXXX
mailto:response.manager@berwickpartners.co.uk
https://www.berwickpartners.co.uk/privacy-policy/
mailto:Elizabeth.James@berwickpartners.co.uk
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