	Job title:
	Administrator

	Line manager:
	Governance Operations Manager

	Grade (if applicable):
	4

	Direct reports:
	None
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	Role purpose:

	Reporting to the Governance and Compliance Team Leader, you will be responsible for supporting and ensuring the Governance and Compliance function delivers a successful service.


	Key results:
· To act as the first point of contact for enquiries to the Governance and Compliance team,  ensuring that e-mails, post and telephone calls are dealt with in a timely and effective manner, cascading and escalating where required within the function.
· To assist with the arrangements for Board and Committee meetings including Executive level committee meetings. This will include scheduling meetings, booking and preparing meeting rooms / online facilities, preparing agendas and forward plans, collating and circulating papers, organising refreshments, attending and taking minutes as required.
· To provide administrative support for board and committee members including maintaining appointment records and information, scheduling meetings, dealing with correspondence, booking conferences, arranging travel and accommodation.
· To co-ordinate the sealing and signing of legal agreements in line with the Governance Framework and maintain the Signing and Sealing Register.
· To liaise with colleagues across the organisation to collate information required for regulatory assessments and returns. Assist with the production and submission of regulatory returns.
· To maintain the Assets and Liabilities Register, including updating and reconciling records and assisting with the production of reports on the Assets and Liabilities Registert.
· To update and maintain other Governance and Compliance records and registers, such as Gifts and Hospitality, Declarations of Interest. 
· To support project work as required and contribute to the effective running of the Governance and Compliance team. 
· To operate and maintain business support systems in line with Peabody policies and procedures. 


	Success metrics:
· Board and committee meetings are organised efficiently and effectively.
· Enquiries to the team are answered in a timely way and internal and external stakeholders receive a good level of customer service.
· All regulatory returns completed on time and to a good standard.
· Statutory and other registers and records are up to date and accurate.
· Documents are executed in a timely way and in line with the provisions of the Governance Framework.


	About you:

You will be:
· Self-motivated and proactive, with a drive for excellent customer service.
· Able to work efficiently and effectively while balancing multiple tasks.
· Able to maintain high standards of professional integrity and confidentiality.
· A team player.
· Confident in the use of IT, including all standard micosoft packages with the ability to learn new systems and processes quickly. 

You will have:
· Experience of providing administrative support and minute taking.
· Good verbal and written communication skills.
· Strong organisation and prioritisation skills.
· A working knowledge of administrative software e.g. Word, PowerPoint, Excel, Outlook and other appropriate systems.
· Excellent interpersonal skills and the ability to liaise effectively at all levels.
· Excellent attention to detail, flexible and adaptable.
· An interest in governance and regulatory compliance matters.
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