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Job title Principal, Head of Governance (12 month FTC) 

Reporting To Managing Director, Chief of Staff 

 
About UK Finance 

 
UK Finance is the collective voice for the banking and finance industry. Representing 
more than 250 firms across the industry, we act to enhance competitiveness, support 
customers and facilitate innovation. 
 
We work for and on behalf of our members to promote a safe, transparent and innovative 
banking and finance industry. We offer research, policy expertise, thought leadership and 
advocacy in support of our work. We provide a single voice for a diverse and competitive 
industry. Our operational activity enhances members’ own services in situations where 
collective industry action adds value 
 
Our purpose  
 
To champion a thriving banking and finance industry, acting always in the best interests of 
consumers, businesses and wider society. 
 
Our values  
 
Integrity:            We act transparently and ethically for the good of our members as well as 

their customers and wider society. We seek to enhance trust in the banking 
and finance industry. 

Excellence:       We lead from the front as a beacon of quality, inspiration and best practice. 
Leadership:       We are proactive and innovative in helping to shape tomorrow’s banking 

and finance landscape 
 
Job Purpose 

 
Reporting to the MD, Chief of Staff, the successful applicant will be responsible for providing 
Secretariat and governance support to UK Finance’s Board, and other high-level 
governance committees as required. The role holder will also provide secretariat support to 
UK Finance’s Management Committee, the senior internal decision-making body 
comprising UK Finance’s Managing Directors.  
 
The UK Finance Board is composed of more than 20 CEOs from across the overall UK 
Finance membership. The Board leads key strategic, industry-wide issues at a senior level, 
with responsibility for the overall approach to promoting the industry’s reputation and 
building customer trust. It is the ultimate decision-making body of UK Finance, responsible 
for setting its strategy, culture, objectives, budget and brand. It has a responsibility to 
ensure that all members have their interests properly represented and has been developed 
to ensure fair representation across the overall membership. The Board focuses on issues 
of importance to retail, SME and wholesale customers including the industry’s response on 
Covid-19, ethics, financial inclusion, financial fraud and economic crime, access to markets 
and diversity.  
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The successful applicant will work closely with the Chief Executive and Chair in the 
development and coordination of Board agenda and papers, coordinating briefing and 
member engagement; and will support the Chief of Staff in driving delivery of related 
business priorities.  
 
The role holder will act as a governance expert and owner of key governance 
documentation including Articles and Rules and progress the ongoing implementation of 
UK Finance’s Member Governance Charter including advice to teams across the 
organisation, as well as progressing the findings from the annual Governance Review. The 
role holder will also be responsible for the delivery of the overall Board Succession plan 
working closely with the Chair, Director appointments and renewals and managing 
Companies House records.  
 
Key Responsibilities 

 

• Providing the Secretariat for the UK Finance Board and high-level committees as 
required. The UK Finance Board meets 5 times per year from 08:00 – 10:00am and 
additionally as needed. 

• Commissioning and coordinating Board agenda and papers through engagement with 
MDs and internal experts, with specific responsibility for production of the CEO Report.  

• Ensuring papers for Board meetings are circulated to Directors 7 days in advance of 
meetings to the agreed high-quality standards.   

• Leading a briefing meeting prior to Board meetings to support member firms in their 
briefing of Board Directors.  

• Ensuring effective engagement and briefing of the Chair ahead of the Board and on all 
governance related matters.  

• Providing Secretariat to the UK Finance Management Committee including coordination 
of agenda, commissioning of papers, and issuing of meeting packs in line with agreed 
timescales and ensuring all reporting is high quality.  

• Producing high standard and timely minutes for Board and Management Committee 
meetings, as well as a synopsis of Board meetings which is circulated to all members 
and a summary of Management Committee meetings which is circulated to all UK 
Finance staff within agreed timescales.   

• Ensuring relevant actions from the Board and Management Committee are executed to 
agreed timescales.  

• Working closely with the Chair and CEO to lead the delivery of the overall Board 
Succession plan, ensuring agreement through the Nominations and Remuneration 
Committee to Director appointments and renewals in line with achieving fair and 
balanced representation on the Board.  

• Ensuring Companies House records are kept up to date. 

• Taking minutes of the weekly MD meetings as required.  

• Acting as a governance expert and owner of key governance documentation including 
the Articles and Rules and progressing the ongoing implementation of UK Finance’s 
Member Governance Charter including advice across the organisation.  

• Leading the delivery of and implementation of findings from the annual Governance 
Review.  

• Overseeing the annual Board effectiveness survey and developing an action plan in 
response to findings as required.  
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• Providing oversight and quality assurance of other high-level governance group 
meeting packs, working in conjunction with the PMO and attending these meetings as 
required.   

• Providing cover for the Audit & Oversight Committee secretariat or other meetings as 
required.  

• Providing oversight of strategic initiatives or other support required by the Chief of Staff.  

• Management of Board Intelligence software contract and service to Directors ensuring 
all Board papers are uploaded to the portal.  

• Supporting the wider CEO Office team as required for example with regard to briefings 
for the CEO/Chair.  

• Any other task that may reasonably be required. 
 

Qualifications 
 

• Educated to degree level essential.  

• CSQS qualification is preferred, but not essential.    
 
Required Experience 
 

• Previous experience of providing Secretariat support to a Company Board is essential, 
along with the ability to draft high quality minutes and ensuring actions are monitored / 
delivered.   

• Proven track record of advising senior leadership (i.e. C-suite) on governance-related 
matters. 

• Experience of working collaboratively with Legal and Finance teams on matters related 
to corporate governance. 

• Experience of project management in a financial services or professional services firm 
is desirable. 
 

Skills and Competencies 
 

• Excellent verbal and written communication skills. 

• Highly organised manner with the ability to manage and prioritise a diverse workload 

• Excellent interpersonal skills together with the ability to effectively engage with senior 
stakeholders.   

• Sound project management skills. 

• Ability to deal with people at all levels. 

• Ability to think strategically. 

• Self-motivated and able to motivate others. 

• Excellent team worker. 

• Delivery focused. 
  


