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 JOB DESCRIPTION

Council SECRETARY
Location:

Lambeth, Central London (with possible UK travel)
Reports to:

Head of Governance
Job purpose


The post-holder will be expected to provide comprehensive secretariat support to the Council and its non-statutory committees, ensuring that they have the support required to enable them to fulfil their functions and responsibilities effectively, within the governing legislation and policy framework.  The post-holder will also support the development and implementation of governance policies and procedures and be a member of the Information Access Team.
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Main Accountabilities  

1. To provide comprehensive secretariat support to the Council, the Audit & Risk and Remuneration Committees, and other committees or groups as required

2. To work with the Head of Governance to develop and implement governance policies and procedures in line with current good practice, and to advise on governance issues as required
3. To develop and manage support systems for the council and non-statutory committees including appointment, induction, appraisal and training

4. To oversee compliance with Council governance policies and procedures and relevant provisions in legislation

5. To ensure good information flows within the Council and between the Council and senior management

6. To maintain up-to-date information on private interests and hospitality received for GPhC Council and committee members and employees

7. To work with governance team members to ensure compliance with the GPhC’s statutory reporting requirements, including the statutory annual reports

8. To be a member of the Information Access Team and assist as required in responding to requests and queries relating to Freedom of Information and Data Protection

9. To work effectively with a range of internal and external stakeholders, including governments, the Appointments Commission, Privy Council, other health professions regulators, CHRE

10. To manage relevant budgets.

Success Measures

· Consistent, timely, high quality secretariat service to the GPhC’s Council and committees 

· Good professional working relationships with the Chair, Council members, Chief Executive & Registrar and colleagues

· Sound advice and information on governance issues

· Well organised, ensuring deadlines are met and accuracy maintained.

Knowledge & Skills for this job

 Essential

· Relevant experience at a senior level including working with a governing board

· Graduate calibre

· Sound knowledge of the pharmacy sector and pharmacy regulation, or ability to acquire this quickly

· Sound knowledge and proven ability to develop and implement effective, robust governance policies and procedures to ensure that the Council and committees run smoothly 

· Highly developed interpersonal skills with diplomacy and the ability to influence.  Credible and able to deal comfortably with key individuals at all levels

· Excellent organisational and administrative skills

· Ability to deliver under pressure and ensure deadlines are met

· Excellent oral and written communications skills

· Enthusiastic team player with a strong customer focus

· A systematic approach combined with attention to detail and a high degree of accuracy.

Desirable
· Relevant postgraduate qualification e.g. part qualified or member of the Institute of Chartered Secretaries and Administrators

· Experience of working within a professional or regulatory environment.
The above is not exclusive or exhaustive and may alter depending on the needs of the GPhC.  This outline job description will be subject to review between the post-holder and their line manager.  Specific objectives and projects will be agreed between these individuals.

TERMS AND CONDITIONS

Salary

The salary for this position is £40,000. Salaries are normally reviewed in June of each year.  
Hours

The weekly hours are 35, Monday to Friday 9.00am to 5.00pm.  There is a flexitime system in operation within the GPhC, the core hours of attendance being 10.00 a.m. to 12.00 noon and 2.00 p.m. to 4.00 p.m. per day.  
Holidays

Holiday entitlement for this post is 25 day per annum pro rata, plus all Bank Holidays. 

Pension

As a non-contractual benefit, you will be eligible to join the NHS pension Scheme after completion of 3 months service (The GPhC reserves the right to withdraw this pension plan, and its terms may alter).

Other benefits

Interest free season ticket loans are available to staff after successful completion of a probationary period. Subsidised staff restaurant facilities are available.

Location

The position is based in the GPhC Headquarters, 129 Lambeth Road, London SE1 7BT, within walking distance of Waterloo, Lambeth North and Vauxhall stations.  The Headquarters is located at Lambeth Bridge overlooking Lambeth Palace and the Thames.  The GPhC operates a ‘non-smoking’ policy throughout its premises.

Return of applications

Applications should be returned to:

recruitment@pharmacyregulation.org  

or

Recruitment 

Human Resources Support Services

General Pharmaceutical Council 

129 Lambeth Road

 London

SE1 7BT 

