	Person specification
	[image: image1.png]





	

	Job title
	Programme Governance Officer

	Department
	Transformation

	Responsible to
	Director of Transformation

	Responsible for
	As described below

	Grade
	7

	Location
	At any location across the partnership as agreed with the Director of Transformation 

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	Educated to degree level or with a comparable work experience 
Evidence of continuous professional development
	Awareness of project management frameworks

	Experience
	Experience of compliance and corporate governance processes and systems
A proven track record of building personal and professional credibility, maintaining confidence and establishing highly effective relationships with a range of stakeholders including Board and Committee members, Governors, management and staff 

	Knowledge and understanding of UHI corporate risk management systems and processes 

	Knowledge and skills
	Experience of supporting Boards/Committees including organising meetings, drafting of agendas and taking accurate and concise minutes of a complex nature.

Able to prepare clear, and correctly referenced and version-controlled reports and documents including Board and Committee reports. 
Excellent organisational and time management skills with the ability to multi-task and prioritise own workload 
Proven interpersonal skills including the ability to apply tact and diplomacy and influence particularly when dealing with confidential and sensitive information.
Ability to analyse and interpret information, pre-empt and evaluate issues, and recommend and appropriate course of action to address the issues 
	Project management skills

	Personal qualities
	Completer/finisher with ability to focus on detail
Flexible approach

Meticulous attention to detail

Strong problem solving – able to actively mange problems and seek resolutions before they become issues.

Can respond positively to unexpected demand.


	

	Other circumstances
	
	Knowledge of, or interest in, Gaelic language and culture.
Commitment to support the achievement of UHI's Sustainability Policy and Strategy 2023-30 objectives.
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