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Job Advert

Title: 				Governance Manager
Salary:	 			Salary Band £32k-£35k
Location:			RIAS, 15 Rutland Square, Edinburgh, EH1 2BE
				(Flexible Working)
Hours:				Full Time 35hrs
Responsible to: 			Head of Operations
Start Date:			Immediate


The Royal Incorporation of Architects in Scotland (RIAS) champions architecture and the built environment in Scotland. As the professional body for all chartered architects in Scotland, the RIAS supports its members and the wider built environment profession through a wide range of services and products including training and professional development, talks, events and publications. As a registered Scottish charity run by and for its members, the RIAS supports architects and students of architecture in all corners of Scotland, in partnership with its six regional chapters. The RIAS also promotes the importance of well-designed buildings and places to the public, clients, and local and national government: from the prestigious RIAS awards programme which celebrates the very best of architecture in Scotland, to design competitions which connect clients with established and emerging architectural talent.
RIAS is looking to recruit an experienced governance professional. This post requires a highly organised individual to provide support to the organisation’s governance, legislative and constitutional matters, and to provide executive support to the CEO and the President, to ensure the smooth running of RIAS and Board of Trustees.  

Benefits

Staff Pension Scheme with Royal London, 5% contributions by employer/employee, flexible working, minimum of 2 days office based, Christmas and New Year Closure, Professional Fees. 

Responsibilities

· Provide secretarial and administrative support to RIAS Council, Non-Executive Board, Services Board, and key standing committees (Audit & Finance, Nominations Committee and Governance & Policy) including agenda planning, ensuring that papers are received timeously, minutes are produced and circulated, and that communication is effective, and actions are delivered.
· Responsible for internal legal systems, liaising and building relationships with auditors and lawyers to ensure that RIAS meets its legislative requirements in all areas.
· Develop, organise, and deliver Trustee induction, information, and briefings to assist Trustee to contribute to the organisation as soon as possible after appointment.
· Provide executive support to the CEO and President, including diary and meetings management to ensure the effective running of the executive office.
· Support in the prioritisation and handling of correspondence, ensuring that day-to-day and holding responses are provided as appropriate.
· Manage and administer the Member Forum.
· Operate as the lead contact with the Regulator (OSCR), building relationships and effective communication, and ensuring that information reaches the intended recipient and appropriate responses are collected as required.
· Working with the CEO, President and relevant committees, review, develop and implement new policies and procedures to meet organisational need.
· Manage Charter and By-law queries ensuring responses are timeous and correct.
· Organise and manage annual Presidential elections in a fair and transparent manner to ensure the best candidate is elected.
· Develop and maintain a good relationship with the Historic Environment Scotland archive team and act as the lead internal custodian of the RIAS archive.
· Develop and maintain good working relationships with the RIBA and support the CEO in managing effective working relationships with other relevant bodies.
· Manage relationships with, and an effective tendering process for legal, insurance and audit services in collaboration with the Head of Operations and in line with legislation ensuring that both quality appointments and the best value for money are achieved.
· Organise the RIAS presence and contributions to the 5 presidents’ meetings.

Key Requirements

Essential

· Experience and knowledge of committee governance
· Experience of providing secretariat support to a committee, including working with chairs to develop agendas, collating papers, drafting minutes, and taking forward action points,
· Strong organisational skills with proven experience of operating with considerable autonomy as well as part of a team,
· Ability to provide concise written and verbal briefings,
· Ability to carry out research in emerging policy areas and gain understanding of applicable policy issues,
· Strong accuracy and attention to detail
· Experience of providing project support
· Local government/trade union knowledge and experience would be advantageous,
· Highly organised, great attention to detail

Desirable

· ICSA qualified or with equivalent experience,
· Excellent understanding of corporate governance,
· Knowledge and experience of external relations with government, policy makers and industry bodies, 
· An understanding of data protection law and practices, 
· Knowledge of OSCR (Office of the Scottish Charity Regulator)


Equality & Diversity 
The RIAS is committed to encouraging equality, diversity and inclusion among our workforce, and eliminating unlawful discrimination. 
Our aim is for our workforce to be truly representative of all sections of society, and for our members and employees to feel respected, included, and able to give their best and thrive. 

Full Job Description 

To apply for this position please send your CV and a covering statement (no more than two side of A4) demonstrating your experience in relation to the job description and required competencies to recruitment@rias.org.uk or by post to RIAS, 15 Rutland Square, Edinburgh, EH1 2BE
Applications will be shortlisted and those selected, invited to interview. Both the application, supporting statement and interview will contribute towards the assessment and final appointment.  
Deadline: The deadline for applications Friday 28th April 2023.  First round interviews will be held virtually in May. 
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