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SECTION 1	Brief Description
Role Title:	Service Manager – Corporate Governance Services
Reports to:	Head of Governance and Corporate Services (Monitoring Officer)
Team/Service:	Governance and Corporate Services	
Grade:	I        £47,738 - £51,928
Profile updated:	July 2026
SECTION 2	Job Family Description
The role profile describes the general nature of the work performed at this level.  It is not intended to be a detailed list of all duties and responsibilities that may be required.  The role will be further defined by annual objectives, which will be developed with the role holder.  SYPA reserves the right to review and amend the job families on a regular basis.

Service Managers are responsible for managing either a group of smaller teams or a team focussed on a specific functional area. They are responsible for ensuring the delivery of the team’s objectives, the management, supervision and development of team members and contributing to cross-organisational projects.
SECTION 3	Role Purpose including Key Outputs

The postholder will support the Head of Governance and Corporate Services in providing:
· Leadership and direction for the Authority's Governance and Corporate Services function.
· Strategic advice and guidance to the Authority on governance, democratic services, information governance, and related corporate services matters.

This postholder will fulfil the role of Deputy Monitoring Officer for the Authority.

The postholder will have day-to-day responsibility for managing Corporate Governance services, monitoring individual and team performance to ensure the Authority meets its statutory obligations, service standards, and corporate objectives in accordance with relevant legislation, codes of practice, and professional guidance. The role requires effective collaboration with colleagues, managers, and stakeholders across all levels of the Authority.

A manager of people is expected to be a role model, leading by example in line with the values and behaviours of the Authority, and to support and encourage those individuals for whom they are responsible; to manage workloads, motivation and morale across the team, driving continuous improvement.

They will deputise for the Head of Governance and Corporate Services as required.

Corporate Governance
The postholder will support the Head of Governance and Corporate Services in maintaining and developing the Authority's corporate governance framework, ensuring compliance with statutory, regulatory, and policy requirements. 

Key responsibilities will include supporting the implementation and ongoing review of the Authority’s Constitution, Local Code of Corporate Governance, Governance Strategy, Training Strategy, and Conflicts of Interest Policy, ensuring that these frameworks remain fit for purpose, reflect legislative and best practice developments, and are consistently applied throughout the Authority.


They will lead and support on the development, implementation, monitoring, and continuous improvement of governance software systems, processes, and policies, including information governance, audit liaison, policy management, democratic services, risk management, procurement and corporate reporting arrangements.

The postholder will provide professional advice and guidance to the Senior Management Team and Authority Members, supporting effective decision-making, transparency, accountability, and good governance across the Authority.

Information Governance
The postholder will support the development, implementation, monitoring, and continuous improvement of the Authority's information governance framework, ensuring the secure, ethical, and compliant management of information throughout its lifecycle.

They will oversee arrangements relating to data protection, privacy, records management, and information security, ensuring compliance with relevant legislation, regulatory requirements, and recognised good practice.

The postholder will lead the coordination of information governance training, awareness initiatives, incident management, and continuous improvement activities, strengthening organisational compliance, resilience, and understanding of information governance responsibilities. They will support the Senior Information Risk Owner (SIRO) in discharging their responsibilities, including the development and monitoring of information risk management arrangements, reporting on information governance performance and risks, and promoting a culture of good information governance across the Authority.

Democratic Services
The postholder will lead and oversee the delivery of a high-quality Democratic Services function, ensuring transparent, accountable, collaborative, and legally compliant decision-making processes.

They will lead the co-ordination of meetings of the Authority, its sub-committees, and the Local Pension Board. Providing expert advice on constitutional, legislative, and procedural requirements; and ensuring that agendas, reports, minutes, and supporting documentation are accurately prepared, published, and maintained in accordance with statutory requirements and organisational procedures.

The postholder will support the Head of Governance & Corporate Services and Monitoring Officer in maintaining high standards of conduct and ethical governance across the Authority. This will include overseeing processes relating to member complaints, codes of conduct, declarations of interests, standards matters, and associated governance requirements, ensuring these are administered in accordance with legislative requirements, the Authority's constitution, and established procedures.

SECTION 4	Team Context
The Governance Team is responsible for the effective operation and continuous development of the Authority's governance arrangements. This includes the administration and support of the Authority, its committees, sub-committees, Local Pension Board, and other formal decision-making bodies, together with the provision of administrative and governance support to the Senior Management Team.

The team also delivers a range of corporate governance functions, including, corporate communications, procurement, risk management, information governance, policy management, and constitutional governance. Responsibilities include maintaining the Authority's Constitution and policy framework; supporting effective risk management and audit processes; administering member standards, codes of conduct, declarations of interest, and complaints processes; and promoting high standards of ethical governance, transparency, and accountability.

The provision of these corporate services enables senior managers and operational teams to focus on their core responsibilities while ensuring that the Authority operates within a robust framework of governance, compliance, accountability, and continuous improvement.

SECTION 5	Line Management
Up to 6 direct reports.

SECTION 6	Role Summary
Roles at this level are responsible for leading and managing the delivery of significant service areas, functions, or professional specialisms, typically through the management of teams and resources. They provide operational leadership and professional expertise to ensure services are delivered efficiently, effectively, and in compliance with relevant legislative, regulatory, and corporate requirements.


The role requires responsibility for medium and longer-term planning, with decisions and recommendations often having implications beyond the immediate service area and contributing to the achievement of the Authority's strategic objectives. The postholder will be expected to evaluate complex issues, balance competing priorities, assess risks and opportunities, and develop practical solutions, policies, processes, and approaches to support organisational effectiveness, transparency, accountability, and compliance.
SECTION 7	Budget Responsibility
None directly but responsibility for supporting the Head of Governance and Corporate Services with budget management and reporting, alongside compiling business cases to justify efficiency gains, for example through the purchase of new software and systems.

SECTION 8	Representative Accountabilities
Analysis, Reporting & Documentation
· Assess or conduct analysis, presenting results and putting forward recommendations on managing more complex situations to support decision making.
· Analyse and make recommendations for improvement or development of existing, systems, processes or policy.
· Produce high-quality governance reports, committee papers, policies and briefing documents in accordance with required standards and timescales.
· Ensure all governance documentation is accurate, up to date, and aligned to statutory corporate requirements.
Service Delivery
· Maintain, develop and review systems, processes, procedures and working methods to maximise service quality, efficiency and compliance.
· Ensure services are delivered in a consistent, professional, and customer focused manner.
· Provide specialist/professional advice and recommendations within specific parameters to support informed decision making.
Planning & Organising
· Develop and deliver clear services plans, work programmes, and resource plans aligned to organisational priorities.
· Plan workloads and secure resources to enable the team to achieve a quality service.
· Monitor service objectives and standards within the team to ensure effective service delivery.
Work with others
· Liaise, communicate, and build relationships with other internal departments, elected/board members, customers, partner organisations, agencies and/or contractors to support and represent the team/service.
· To promote a strong culture of collaboration and best practice within and beyond the team.
People Management
· Lead, coach and develop staff to achieve high performance, professional standards and positive engagement.
· Monitor and support the performance management and development or team members to ensure the individual contributions are maximised.
· Operate as an individual responsible for the delivery of a high level of service.
Organisational
· Values - To uphold the values and behaviours of the organisation in self and others.
· Equality & Diversity - To work inclusively, with a diverse range of stakeholders, and promote equality of opportunity.
· Health, Safety & Wellbeing - To maintain high standards of Health, Safety and Wellbeing at work and take reasonable care for the health and safety of self and others. To have regard to and comply with the safeguarding policy and procedures as appropriate.

SECTION 9	Education, Knowledge, Skills & Abilities
1. Educated to Level 6, or significant vocational experience showing development in a series of progressively more demanding relevant work/ roles.
2. Experience in public sector corporate governance, information governance, legal, democratic and/or related fields.
3. In-depth knowledge of relevant Local Government or LGPS legislation is desirable.
4. Ability to manage multi-disciplinary teams in delivering high-quality governance services.
5. Ability to analyse complex information to draw conclusions and make recommendations.
6. Proven written and oral communication and interpersonal skills with the ability to work collaboratively with internal and external partners/ professionals.
7. Knowledge and experience of a wide range of information systems and technologies to ensure effective service delivery.
8. Problem-solving skills with the ability to exercise high levels of initiative to devise and implement workable solutions.
9. Ability to apply health and safety, equality and diversity, and other SYPA policies and procedures.

SECTION 10	Specific Qualifications and/or experience
1. Professional qualification in a relevant discipline such as governance, law, data protection, democratic services. Or an equivalent level of professional knowledge and experience in one of these areas with a willingness to study for a relevant qualification.
2. Experience working in a political and highly regulated environment. 
3. Substantial experience of engagement with a range of teams and stakeholders where influence, negotiation and persuasion are needed to achieve successful outcomes.
4. Experience in mentoring and training staff in a Governance focussed environment.

SECTION 11	Values expected to be demonstrated at all times
HONEST & ACCOUNTABLE: 
Telling it like it is, and taking responsibility for our actions even when we have made a mistake.
PROFESSIONAL: 
Being highly skilled and competent and managerially applying rationality to decision making processes.
PROGRESSIVE: 
Welcoming of change, while taking sensible risks and learning from our mistakes and from others.
EMPOWERING: 
Providing the freedom for individuals to identify and implement solutions to problems.


SECTION 12  Management Behaviours Expected to be demonstrated at all times
	Management Behaviours
	Demonstrated by:

	We model positive behaviours to each other and to all staff
	· We regularly offer encouragement and praise for positive behaviours
· We challenge inappropriate and unacceptable behaviour
· We give and receive authentic feedback
· We hold staff to account for their performance

	We take responsibility for improvement - within a clear framework
	· We get on with making improvements and changes rather than wait for permission (within a clear advice frame that sets out what we can get on with and what we can’t).
· We trust people to do their job, we don’t micromanage.
· We give a heads up when we plan something new, we speak up early when there is a problem or when things aren’t going well.
· When something doesn’t go well, we look for what we can learn and what we can do differently next time.

	We all get behind a common goal
	· We have a clear vision that sets out what our goals are and clear priorities which set out what our most important changes are.
· We make the time to understand what we need to do to contribute to that vision.
· We work together across the organisation and contribute to the organisation as a whole.
· We challenge and question rumours and use discretion in sharing what gets discussed amongst managers.

	We involve and engage people in decisions that will affect them
	· We keep people in the loop about things that will affect them.
· We seek and value the opinion of the people we manage and of other teams.
· We take the time to set out plans then listen to the concerns and recommendations of those involved as to how we can strengthen those plans.
· We communicate regularly and clearly to all staff.
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