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Job Specification 
Higher Executive Officer – Secretariat & CEO Office Manager 

About CORU 

CORU regulates Health & Social Care Professionals.  Our role is to protect the public by promoting high standards of professional conduct, education, training and competence through statutory registration of health and social care professionals.  CORU was set up under the Health and Social Care Professionals Act 2005.  It comprises the Health and Social Care Professionals Council and individual Registration Boards, one for each profession named in the Act.

The designated professions under the Act are clinical biochemists, counsellors, dietitians, dispensing opticians, medical scientists, occupational therapists, optometrists, orthoptists, physical therapists, physiotherapists, podiatrists, psychologists, psychotherapists, radiation therapists, radiographers, social care workers, social workers and speech and language therapists. In the future, the Minister for Health may add other professions to be regulated by CORU.

Data Protection 

CORU will process any personal data provided by you in connection with an application for this role in accordance with the General Data Protection Regulation and the Data Protection Acts 2018. The data will be kept for no longer that is necessary for the purposes for which that data are processed, and it shall be kept in a manner that ensure appropriate security of the data including the unauthorised or unlawful processing of data. 

If your application is successful for this role, then your personal data will continue to be processed in accordance for the specified reason of the vacancy that you have applied to, and your data will not be held longer than is necessary. If your application is successful and you accept an offer of employment with CORU, then your personal data will continue to be processed in accordance with CORU personnel file management policy. 

CORU may disclose the data that you provided on the application form to external sources for the following reasons – where there is an external assessor assisting in the shortlisting or during interviews to the post which you have applied, and to internal and external auditors. 



Citizenship Requirements:

Eligible Candidates must be:

a) A citizen of the European Economic Area (EEA). The EEA consists of the Member States of the European Union, Iceland, Liechtenstein, and Norway; or
b) A citizen of the United Kingdom (UK); or
c) A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the free movement of persons; or
d) A non-EEA citizen who has a stamp 4 visa: * or
e) A person awarded international protection under the International Protection Act 2015, or any family member entitled to remain in the State as a result of family reunification and has a stamp 4 visa: or
f) A non-EEA citizen who is a parent of a dependent child who is a citizen of, and resident in, an EEA member state or the UK or Switzerland and has a stamp 4 visa.

*Please note that a 50 TEU visa, which is a replacement for Stamp 4EUFAM after Brexit, is acceptable as a Stamp 4 equivalent.


The Role 
Reporting to the Head of Corporate Services, the Secretariat Manager is a member of the operational management team (OMT) and will have responsibility for effectively managing all Secretariat support to the Health and Social Care Professionals Council and Registration Boards in order to assist Council and Board members in the performance of their duties.
The role will support the core business of CORU by liaising between Council and Registration Boards and the Executive. The Secretariat Manager must build and maintain critical relationships with all relevant stakeholders.
Key Responsibilities
The successful candidate will have responsibility for the following functions within the Secretariat Unit:
Main Duties and Responsibilities:
· Provision of Secretariat services to CEO, Council and Registration Boards in line with governance requirements, standing operating procedures and timelines.
· Management of the Secretariat Unit including PA to the CEO
· Oversight of functions required by the CEO
· Review and oversight of minutes and Board Packs
· Managing and co-ordinating the production of CEO Council report
· Management of Complex Boards
· Monitoring of compliance with the code of Corporate Governance 
· Development of a training plan for the Unit and delivery of same to staff
· Scheduling the annual calendar of statutory governance meetings (100+ meetings) for Council and Registration Boards. Organising these meetings and recording all minutes in line with procedures and deadlines. 
· Developing and maintaining collaborative relationships across all CORU units and driving the units to meet the requirements and deadlines for the statutory meetings and annual work plans. 
· Monitoring the appointments, reappointments, off boarding processes and terms of office for all Council and Registration Board members, in conjunction with the Stakeholder Manager and the Department of Health. 
· Effective management of Decision Time software for Secretariat and the resources / induction area for Council and Registration Board members. 
· Organising Council and Registration Board induction and training events as required.
· Working collaboratively with the Communications team to prepare and draft annual reports on behalf of all Registration Boards, publication of Council minutes and updates on vacancies and membership to the CORU website.
· Identifying the Secretariat unit’s programs of work, targets and deadlines and contributing to the overall business plan and statement of strategy for CORU. 
· Management of staff, ensuring a high performing team and delegation and planning of work within the team that the unit is responsible for. 
· This will require;
· developing clear and realistic objectives and addressing and performance issues if they arise
· leading by example, coaching and supporting individuals as required
· Managing of Secretariat budget and preparing business cases as required.
· Working collaboratively as part of the Operational Management Team, participating in the overall organisational development and management capacity within CORU. 
· Assisting with Council and Registration Board self-evaluation surveys in accordance with the new Code of Practice for the Governance of State Bodies.
· Participating in the review and development of policy and processes in line with CORU’s strategic objectives and legislative requirements. 
· Responsible for the coordination of information, reports, and briefings on matters of importance for the CEO   
· Performing additional tasks that may be assigned by the CEO/Registrar.

This job description is intended as a basic guide to the scope and responsibilities of the position; it is subject to regular review and amendment as necessary.

Essential Qualifications
· Relevant level 7 qualification or 5 years’ experience in a similar role

Essential Experience
The successful candidate must:

· Proven experience of successfully managing multiple, complex processes in a comparable organisation within tight timeframes
· Proven experience of working with a variety of stakeholders - Executive and non-executive for and at various levels of seniority
· Good working knowledge of IT systems
· Experience providing Secretariat or comparable services in line with governance requirements, standing operating procedures and timelines. 








Essential Skills
· Exceptional planning and organisational skills and the ability to prioritise effectively and manage a significant workload 
· Exceptional interpersonal skills with the ability to build strong collaborative relationships and trust with different stakeholders 
· Excellent oral and written communication skills and networking skills 
· Excellent attention to detail and a track record of delivering on targets and objectives 
· Strong decision making, analytical and problem solving skills 
· Leadership, team building and people management skills
· The ability to work on own initiative as well as part of a team 
· Innovative approach to resolving emerging issues
· The ability to cope with competing demands without a diminution in performance 

Desirable Requirements 
· Project management experience of complex projects involving a variety of stakeholders. 
· Knowledge of matters relating to Corporate Governance, the Code of Practice for the Governance of State Bodies and the Health and Social Care Professionals Act (2005) as amended

Recruitment Process:
Candidates will be notified of the outcome of interview up to 5 working days following the day of interviews, with the first day considered as the day after interviews. 
Please note it is likely that interviews for this position will take place in February 2025.
Hybrid working available subject to completion of successful probation.
A panel may be formed for this role. Panels will be live for 6 months as standard with the possibility of extension.
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