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Job Description
Date:


August 2017
Job title:

Governance and Charity Advice Officer (maternity cover)
Responsible to:
Governance and Charity Advice Manager
Status of Post:
Full time, maternity cover. Temporary for approximately 12 months. (Role expected to commence circa mid-October.)
Salary:
Salary equivalent to NICVA scale G, NJC points 29 - 31 (£25,951 - £27,668 p.a.) Candidates are normally appointed on the first point on the scale.
Key working relationships: Governance and Charity Advice Team, Organisational Development Unit and other NICVA staff
Summary of main responsibilities:

To deliver a high-quality specialist governance and charity advice service to voluntary and community organisations, including the provision of advice, training and the drafting of governing documents.

Specific duties:
1. To provide information, advice and direct support on governance and charity issues to organisations via various methods.  

2. To develop, review and prepare governing documents for voluntary and community organisations as appropriate.  

3. To assist organisations in making applications for charitable status.
4. To provide direct governance support to organisations by way of consultation meetings to assist them in problem solving re governance issues.
5. To produce or assist in the production of information and publications on governance and charity matters. 

6. To signpost voluntary and community organisations to other relevant agencies.
7. Deliver generic and bespoke training on governance issues
Other Duties

1. To contribute to the promotion of NICVA.
2. To undertake such other reasonable duties as NICVA may from time to time require.
Person Specification
Job title:
Governance and Charity Advice Officer (maternity cover)
Qualifications and experience
Essential  

1. Two years’ relevant working experience in a role requiring the practical application of knowledge and understanding of good governance and charity law.
2. Demonstrable experience of providing specialist information and advice in response to queries.
3. Degree level qualification (or equivalent).
4. Proficient in the use of desktop applications such as Microsoft office and internet and email.
Desirable

5. A minimum of one year’s working experience in a governance role within the voluntary or community sector, including experience of charity law and good governance.
6. Experience of providing information and advice in response to enquiries relating to governance. 

7. Experience of drafting governing documents.
8. Experience of providing governance support to committees and boards in the voluntary and community sector.
9. Experience of delivering training.
Skills and competencies
Essential
1. Excellent written communication skills including the ability to provide written guidance 
2. Excellent attention to detail and ability to work to a high level of accuracy.
3. Excellent oral communication skills - ability to decipher information in conversation in person or by telephone and provide a succinct and relevant oral response.
4. Excellent organisational skills and ability to prioritise and manage workload to achieve agreed targets and objectives.
5. Ability to develop positive working relationships with internal and external stakeholders. Good interpersonal skills to work with committees and boards of all types and capacity.

Interest and knowledge
Essential
1. An interest and understanding of the voluntary and community sector in Northern Ireland.
2. Demonstrable knowledge and understanding of the charity registration and reporting process.
3. Working knowledge of governing documents used by voluntary and community sector organisations.
Other requirements
Essential
1. Ability to work within the aims and values of NICVA.
2. Committed to NICVA’s policy of equality of opportunity.
3. Ability to work flexible hours as demanded by the job. Occasional travel is a requirement of the post. The successful applicant should expect to travel throughout Northern Ireland and therefore access to transport for work purposes to allow the post holder to meet the travel requirements of the post is essential. 
Legal
Essential

1. To ensure the appropriate business car insurance is in place if the successful candidate claims mileage expenses and uses their own vehicle for work purposes.

Assessment Method – Governance and Charity Advice Officer (maternity cover) – August 2017
	Criteria
	Essential/Desirable
	Method of Assessment

	Experience and qualifications

1. Two years’ relevant working experience in a role requiring the practical application of knowledge and understanding of good governance and charity law.
2. Demonstrable experience of providing specialist information and advice in response to queries.
3. Degree level qualification (or equivalent).
4. Proficient in the use of desktop applications such as Microsoft office and internet and email.
5. A minimum of one year’s working experience in a governance role within the voluntary or community sector, including experience of charity law and good governance.
6. Experience of providing information and advice in response to enquiries relating to governance. 

7. Experience of drafting governing documents.
8. Experience of providing governance support to committees and boards in the voluntary and community sector.
9. Experience of delivering training.

	Essential

Essential

Essential 

Essential 

Desirable
Desirable

Desirable
Desirable

Desirable
	Shortlisting, pre-interview task and interview

Shortlisting and interview

Shortlisting 

Shortlisting and pre-interview task

Shortlisting and interview
Shortlisting and interview
Shortlisting and pre-interview task
Shortlisting and interview

Shortlisting

	Skills and competencies
1. Excellent written communication skills including the ability to provide written guidance

2. Excellent oral communication skills including the ability to decipher information in conversation in person or by telephone and provide a succinct and relevant oral response

3. Excellent attention to detail and ability to work to a high level of accuracy.
4. Excellent organisational skills and ability to prioritise and manage workload to achieve agreed targets and objectives.
5. Ability to develop positive working relationships with internal and external stakeholders. Good interpersonal skills to work with committees and boards of all types and capacity.


	Essential

Essential 

Essential 

Essential

Essential

	Application form content, pre-interview task and interview 
Pre-interview task and interview

Application form content and pre-interview task
Interview

Interview

	Interest and knowledge

1. An interest and understanding of the voluntary and community sector in Northern Ireland.

2. Demonstrable knowledge and understanding of the charity registration and reporting process
3. Working knowledge of governing documents used by voluntary and community sector organisations.

	Essential 

Essential
Essential
	Shortlisting and interview 

Shortlisting, pre-interview task and interview
Shortlisting, pre interview task and interview

	Other requirements
1. Ability to work within the aims and values of NICVA.

2. Committed to NICVA’s policy of equality of opportunity.

3. Ability to work flexible hours as demanded by the job. Occasional travel is a requirement of the post. The successful applicant should expect to travel throughout Northern Ireland and therefore access to transport for work purposes to allow the post holder to meet the travel requirements of the post is essential. 

	Essential

Essential

Essential
	Interview

Shortlisting

Shortlisting
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