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Governance Coordinator

	[bookmark: _Hlk122621579]Job level
	Organisational Level 3
	Reports to
	Head of Legal, Governance, and Risk Management


	Directorate
	Business Services

	Function
	Legal, Governance, and Risk Management

	Contract 
	Permanent 

	Location
	Hybrid (2-3 days per week onsite, dependent on requirements)




Responsibility for resources

	Direct line reports
	N/A
	Responsibility for other resources
	High level of discretion required

	Financial resources
	N/A
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 
The Governance Coordinator provides high-quality governance and coordination support to the Head of Legal, Governance, and Risk Management helping to ensure the smooth and effective operation of ZSL’s Council (Board of Trustees), committees (including the Executive Committee), and wider governance processes. The role is central to the planning and coordination of governance activity, supporting the timely flow of high-quality information, accurate record-keeping, and effective follow-up of actions to enable well-informed and transparent decision-making. 

Working across the organisation and with executive and senior stakeholders, the postholder will help maintain strong governance standards by supporting meeting cycles, governance documentation, trustee support, and key governance registers and filings. The role also contributes to the continuous improvement of governance processes and systems (including benchmarking against the Charity Governance Code), helping to ensure the organisation meets its legal and regulatory obligations and operates in line with governance best practice. In this job description, ‘Board’ refers to the board of trustees, also known as ‘Council’.



Key responsibilities

Support to the Board and Executive Committee
· Provide direct governance and administration support to the Chair of trustees (plus other trustees from time to time as required), as well as governance support to the CEO, helping to ensure they are appropriately briefed for Board and committee meetings, have access to high-quality papers and action tracking, and are supported in the effective running of governance processes.
· Coordinate the forward planning and delivery of Board and committee meetings (including the Executive Committee), maintaining the annual governance calendar and ensuring key deadlines are met in line with Terms of Reference.
· Support the Chair, CEO, Head of Legal, Governance, and Risk Management and relevant senior stakeholders in preparing for Board and committee meetings, ensuring agendas, papers and briefing materials are complete, accurate and provided on a timely basis. 
· Attend Board and committee meetings, producing accurate minutes, action logs and decision records in a timely manner. 
· Monitor actions arising from meetings and work with colleagues to ensure updates and follow-up activity are completed and visible to the Chair and governance leads where appropriate. 
Governance administration

· Maintain accurate governance records, including Board and committee documentation, trustee records and key governance registers. 
· Support trustee and committee member administration, including appointments, reappointments, onboarding and induction activity.
· Assist with the preparation and submission of statutory and regulatory filings, including support for Charity Commission and Companies House requirements where applicable. 
· Provide administrative support for the Annual General Meeting and other formal governance events, helping to ensure they are well organised and effectively delivered.
· Liaise as required with other colleagues who help to coordinate other meetings (e.g. advisory boards to the Executive Committee) to ensure a common standard and approach to meetings.
· Coordination of the annual trustee election process.
Standards and processes
· Maintain and update governance-related registers and support risk management processes, including the coordination of information for governance reporting. 
· Contribute to the review and continuous improvement of governance documents, templates and processes to support effective, efficient and modern ways of working. 
· Act as a role model for high standards of integrity, discretion and professionalism, promoting adherence to organisational policies, good governance practice and appropriate handling of confidential information.
The duties and responsibilities described are not a comprehensive list and additional tasks may be assigned from time to time that are in line with the level of the role.
Person Specification

	Experience

	Essential
	· Experience in an administrative, governance, legal, company secretarial or similar support role. 
· Organising meetings or committees, including coordinating papers, agendas and follow-up actions. 
· Taking accurate minutes and maintaining clear records.
· Working with sensitive or confidential information and exercising discretion. 
· Working with multiple senior stakeholders and managing competing priorities to deadlines.

	Desirable 
	· Supporting a Board, trustees, senior committees or executive-level meetings. 
· Maintaining registers, governance records or compliance-related documentation. 
· Experience in the charity, not-for-profit, public sector, legal or regulated environment. 
· Experience of supporting the organisation of AGM or formal governance events.
· A formal qualification in governance (for example from the Chartered Governance Institute of UK and Ireland).

	Knowledge and skills

	Essential
	· Strong organisational skills, with the ability to plan, prioritise and deliver work accurately to deadlines. 
· Excellent written and verbal communication skills, including the ability to draft clear minutes and correspondence. 
· High attention to detail and the ability to maintain accurate records and documentation. 
· Strong interpersonal skills, with the ability to build effective working relationships with colleagues and senior stakeholders. 
· Good IT skills, including Microsoft Office applications such as Word, Outlook, PowerPoint and Excel. 
· Ability to handle confidential information with tact, professionalism and integrity. 
· A proactive and reliable approach, with the confidence to follow up actions and keep governance processes on track. 
· A good working understanding of the importance of good governance, accountability and policy compliance. 

	Additional requirements

	Essential
	· This post is a blended role for office and home working; travel to Zoo sites will be required to support meetings in person.
· Occasional support at evening or weekend events may be required, dependent on the requirements of the governance meetings.
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical)
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