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JOB DESCRIPTION
Business Support, Compliance
& Governance Manager
A developmental management role supporting effective governance, compliance and organisational delivery
	Salary
	£45,000
	Reports to
	Chief Executive Officer

	Location
	Kent and Medway
	Contract
	Full time

	Working pattern
	Travel across Trust services as required
	Direct reports
	None initially



Role Purpose
The Business Support, Compliance & Governance Manager will provide reliable, practical and well-organised support to the Chief Executive Officer, Senior Management Team and operational leaders. The role will help the Trust maintain effective governance, keep pace with relevant requirements and turn information into clear reports, coordinated actions, useful documentation and practical support.
The postholder will draw on experience of health and social care services to understand the context in which the Trust operates. They will bring together information from across the organisation, support committees and governance activity, help colleagues respond to compliance and contractual requirements, and ensure agreed work is followed through.
This is not intended to be a fully formed specialist role from the outset. The successful candidate will be appointed for their foundations, judgement, reliability, enthusiasm and potential. With support and experience, the role is expected to broaden over time in line with organisational priorities and the postholder’s developing strengths.
How the Role Will Work
Work alongside the CEO, SMT and Operations Team as a trusted source of coordination and practical support.
Maintain regular contact with services so that governance, compliance and reporting activity is grounded in an understanding of day-to-day practice.
Take responsibility for agreed pieces of work, use initiative and see them through to completion, while escalating decisions and matters outside the role’s authority.
Complement existing operational responsibilities, systems, consultants and specialist advice.
Grow progressively as knowledge, confidence and organisational understanding develop.
Key Areas of Responsibility
Governance and senior management support
Support the CEO, SMT, Board and committees with well-prepared information, reports, papers, action tracking and follow-through.
Coordinate governance activity and reporting cycles, helping ensure that information is complete, accurate, timely and professionally presented.
Collate information from across the Trust and provide clear analysis that helps senior colleagues understand themes, progress, risks and outstanding actions.
Compliance information and organisational assurance
Keep abreast of relevant developments across CQC regulation, health and safety, contract compliance, Charity Commission requirements and other matters relevant to the Trust, drawing on specialist advice where appropriate.
Support the organisation to translate new or changing requirements into practical guidance, processes, templates, documentation and evidence arrangements.
Coordinate and maintain compliance information, records, action plans and supporting evidence, helping colleagues understand what is required and when.
Support to services and operational colleagues
Build constructive relationships with managers, staff and teams and develop a practical understanding of how the Trust’s services operate.
Visit services as required to support the Operations Team with compliance, governance, documentation or quality-related queries and agreed pieces of work.
Provide practical help with information gathering evidence collation, process development and the resolution or escalation of queries. Routine operational monitoring, inspection and service quality accountability remain with Operations.
Reporting, data and technology
Gather, organise, check and analyse information from a range of sources, presenting it in a clear and useful form for different audiences.
Produce high-quality reports, briefings, presentations, dashboards and governance packs and share information confidently at senior management meetings and committees.
Use Microsoft 365, organisational systems and AI-enabled tools competently and appropriately to support analysis, drafting, reporting, administration and the quality of work.
Projects, bids and wider organisational support
· Contribute to agreed organisational projects and improvement activity, providing coordination, research, documentation and practical follow-through.
· Support colleagues with social care bids, tenders and contract submissions by coordinating contributions, gathering evidence and helping to draft and present responses.
· Support the planning, coordination and delivery of organisational conferences, conventions and other corporate activities.
· Assist with information gathering and the preparation of documentation for Care Act challenges, contractual matters and commissioner responses, under the direction of the appropriate senior lead or specialist adviser.
Communication, learning and workforce support
Help communicate new requirements, responsibilities and organisational processes in a clear and accessible way.
Contribute to briefings, workshops, training or coaching where appropriate to the postholder’s knowledge and experience, with the scope of this contribution developing over time.
Share learning, resources and practical guidance that help managers and teams meet organisational and external requirements.
Person Specification
We recognise that applicants may not have experience in every aspect of the role. We are seeking someone with strong foundations in health and social care, the right personal qualities and the ambition to develop.
Essential experience and understanding
Experience of working within health and social care services and an understanding of regulated service delivery.
Experience of coordinating work, preparing reports, managing information, supporting managers or contributing to organisational activity.
Awareness of CQC requirements and the importance of safeguarding, health and safety, governance, contractual compliance and good evidence.
Experience of working with different stakeholders and managing a varied workload.
Essential skills
Excellent organisation, accuracy and attention to detail.
Ability to gather, interpret and present information clearly, including written reports and presentations.
Good analytical and problem-solving skills, with the ability to recognise themes and follow issues through.
Confidence to share reports and information at senior management meetings and committees.
Competence in Microsoft 365, data handling and the appropriate use of digital and AI-enabled tools.
Ability to work independently, use initiative and know when to seek guidance or escalate.
Personal qualities
Reliable, dependable and committed to delivering high-quality work.
Enthusiastic, driven and keen to learn.
Proactive and forward-thinking, while remaining practical and proportionate.
Collaborative, approachable and motivated by helping others succeed.
Comfortable spending time in services and building relationships with staff and managers.
Ambitious to grow with the role and develop broader expertise over time.
Desirable or capable of being developed
Experience of governance, compliance, health and safety, contract monitoring or organisational assurance.
Experience of autism, learning disability or specialist adult social care services.
Experience contributing to bids, tenders, commissioner responses or Care Act matters.
Experience contributing to briefings, workshops, training or coaching.
Experience supporting committees, trustees or senior leadership reporting.
General
Work in accordance with the Trust’s values, policies and procedures, including confidentiality, data protection, equality, safeguarding and health and safety requirements.
Undertake other reasonable duties consistent with the purpose and level of the role as organisational needs develop.
The job description will be reviewed with the postholder as the role develops. Any material and sustained increase in accountability or scope should be considered through the Trust’s job evaluation and pay review arrangements.
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