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	Job Title
	Company Secretary
(also acting as Director of Governance and Assurance)


	Job Purpose
	
The Company Secretary is CQC’s senior governance leader and a strategic partner to the Chair, Chief Executive and Executive Team. The role provides authoritative leadership of corporate governance, organisational assurance, risk management and statutory compliance, ensuring CQC operates with integrity, transparency and effectiveness as an Arm’s Length Body. Acting as Director of Governance and Assurance. 

The postholder  will safeguard the organisation’s constitutional integrity, supporting the Chair in leading an effective Board, and ensuring that decision‑making, delegation and accountability frameworks are robust, proportionate and aligned to CQC’s statutory duties. The role champions high standards of governance across the organisation and ensures the Board receives the assurance it needs to deliver CQC’s strategic objectives.

The role reports to the Executive Director of Finance & Corporate Services and is accountable to the Chair for the discharge of Company Secretary responsibilities and the effectiveness of Board governance.

The role leads the governance and assurance directorate, fostering a culture of empowerment, inclusion, trust and high performance, and ensuring the effective deployment of resources across the function.


	Accountabilities
	1. Corporate Governance & Secretariat
· Act as principal governance adviser to the Chair, Chief Executive and Board.
· Maintain and safeguard CQC’s governance framework, ensuring alignment with statutory requirements, the CQC Framework Agreement, Government Functional Standards and all Board-approved governance documents.
· Lead the Board and committee governance cycle, ensuring high‑quality secretariat support, disciplined forward planning and effective decision‑making.
· As Company Secretary, oversee Board and committee effectiveness reviews, induction, development and ongoing support for all Board members.
· Maintain the Scheme of Delegation, ensuring clarity of authority and disciplined application across the organisation.
· Oversee the management of conflicts of interest, codes of conduct, registers and ethical governance arrangements.
· Ensure transparent publication of Board papers, minutes, registers and statutory disclosures.
2. Organisational Assurance & Risk Management
· Lead CQC’s assurance and risk frameworks, ensuring they provide clear, evidence‑based insight to the Board and Executive Team.
· Design and deliver a comprehensive corporate assurance programme, ensuring risks are identified, mitigated and managed within appetite.
· Provide assurance on the effectiveness of internal controls and compliance systems.
· Drive a culture of continuous improvement in assurance, quality and performance oversight.
3. Internal Audit & Control
· Oversee the relationship with CQC’s Internal Audit function, ensuring internal audit activity is well-planned, risk aligned and integrated into the corporate assurance framework.
· Work with the Audit & Risk Assurance Committee to ensure findings are acted upon and controls strengthened.
· Provide expert advice on governance, risk and control matters to senior leaders.
4. Statutory, Regulatory & Corporate Compliance
· Ensure CQC meets all statutory and regulatory obligations, including ensuring independent assurance over information governance, data protection, transparency and public accountability requirements.
· Lead the governance elements of the Annual Report and Governance Statement.
· Ensure compliance with DHSC directions, Cabinet Office requirements and ALB reporting obligations.
5. Stakeholder Engagement & Government Relations
· Act as a key interface with DHSC, other ALBs, regulators and government bodies on governance matters.
· Build strong internal and external partnerships to share learning and embed best practice.
· Provide clear, timely communication to the Board, Executive Team and senior leaders on governance and issues.
6. Leadership & Directorate Management
· Lead the governance and assurance directorate, fostering a culture of empowerment, inclusion, trust and high performance.
· Ensure resources are used effectively, delivering value for money and operational excellence.
· Deputise for the Executive Director of Finance & Corporate Services as required.




	Experience and Expertise
	· Senior leadership experience in governance, assurance or company secretariat roles within a complex, high‑profile organisation.
· Deep knowledge of statutory and regulatory frameworks relevant to public bodies and ALBs.
· Proven experience of Board and committee governance, risk management, internal control and assurance frameworks.
· Experience of working with or supporting Board‑level audit and risk committees.
· Strong track record of building trusted relationships with senior stakeholders, including government departments.
· Ability to interpret complex information and provide clear, concise recommendations.



	Leadership & Personal Qualities
	· Inspiring, resilient and inclusive leader who builds high‑performing teams.
· Exceptional communication and interpersonal skills, with the ability to influence at the highest levels.
· High integrity, sound judgement and the courage to challenge constructively.
· Strategic thinker with agility and clarity in a fast‑moving political and organisational environment.



	Qualifications

	· Degree or recognised professional qualification in governance, law, business administration, finance or a related field (or equivalent experience).
· Governance or company secretariat accreditation is desirable.



	Values & Behaviours
· v
	Excellence 
In my work for CQC: 
· I set high standards for myself and others, and take accountability for results 
· I am ambitious to improve and innovate 
· I encourage improvement through continuous learning, 
· I make best use of people’s time and recognise the valuable contribution of others.
 
Caring 
In my work for CQC: 
· I am committed to making a positive difference to people’s lives 
· I treat everyone with dignity and respect  
· I am thoughtful and listen to others 
· I actively support the well-being of others 
 
Integrity  
In my work for CQC: 
· I will do the right thing 
· I ensure my actions reflect my words 
· I am fair and open to challenge and have the courage to challenge others 
· I positively contribute to building trust with the public, colleagues and partners 
 
Teamwork 
In my work for CQC: 
· I provide high support and high challenge for my colleagues 
· I understand the impact my work has on others and how their work affects me 
· I recognise that we can’t do this alone 
· I am adaptable to the changing needs of others
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