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Resident Standards:  We will have a service which is shaped by our residents for our residents.

Staff and Partner Engagement:  We will be an employer and partner of choice

Safety and Security:   We will have an exemplary record of safety

More affordable homes pledge:  We will be resourceful and innovative to deliver an increased
programme of genuinely affordable homes 

Value for money offer:   We will deliver a high-quality service with no increase in costs.

Welcome to ccha and thank you for your interest in becoming our new Governance Manager &
Company Secretary. 

The opportunity to join ccha could not come at a more significant yet exciting time, as we continue to
navigate the ongoing challenges presented by Covid 19, an uncertain post-Brexit world and a range of
new regulatory and legislative requirements.  

As our new Governance Manager & Company Secretary you will have the opportunity to work
collaboratively across the business promoting a culture of good governance, underpinned by your
strong company secretarial skills.  We are looking for you to share our values and demonstrate a real
passion for your work and our customers.    

The remit is broad and often means juggling priorities, so a focused and well organised approach will
be key.

Our five strategic objectives that shape our business are:

We have an engaged staff team and Board who together with this role and the support of our residents
and partners will ensure ccha remains resilient, adaptable and ready to face the challenges and
opportunities ahead. 

If you’d like to join us on this journey, we look forward to receiving your application. 

Tracy Cullen
Chief Executive 
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Welcome from Tracy Cullen, Chief Executive1.
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2. Making your Application

Thank you for your interest in the role of Governance Manager & Company Secretary with ccha. 

Hilary Channing Associates have been engaged to manage the recruitment process and as
such all applications should be emailed to Hilary@hilarychanningassociates.co.uk

Please read through these brief guidance notes prior to making your application so that you
are clear on our requirements. 

Your CV
Please keep this concise and a maximum of 4 sides of A4.  When you’re providing information
about your past employment, please clearly explain any employment gaps, your current
situation and ensure we have an up to date contact number, home address and email address.  
  
Your Supporting Statement
Please keep to a maximum of 2 sides of A4.  This is your opportunity to shine and demonstrate
your suitability for the role.  In doing so we would like you to focus your statement broadly
around  the essential requirements in the Person Specification, specifically outlining what the
added value of your appointment would be to ccha.  Short examples of achievements are also
helpful.   

Once you have your CV and Supporting Statement ready, there is Declaration Form on our
website which needs to be completed and an Equality and Diversity Form which you are
invited to complete. 

The closing date for applications to be considered is by 9am on Tuesday 6 July 2021.   

We will acknowledge your application within 24 hours of receipt, so in the event you do not
receive this acknowledgement, please let us know so that we can check.    Please note that
proof of emailing does not mean proof of receipt.    

Please take time to review our Privacy Statement on our website before making your
application.  This will tell you how we hold and use your information.   

If, having read all the information, you would like an informal chat with Hilary Channing please
email to schedule a call back.

Hilary@hilarychanningassociates.co.uk or call 07718 627740. 

We look forward to receiving your application.

Hilary Channing
Managing Director, Hilary Channing Associates 
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All interviews and meetings will be conducted virtually.

Candidates who are longlisted by the Selection Panel will be invited to attend an initial
interview with Hilary Channing, MD Hilary Channing Associates and Tracy Cullen, Chief
Executive, ccha. 

Candidates who are shortlisted from these interviews will be invited to undertake a short
assessment online prior to a final interview which will be with the Chief Executive and a
Board Member.   
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3. Recruitment Process and Key Dates

For an informal chat prior to making your application please call Hilary on 07718 627740 or
email hilary@hilarychanningassociates.co.uk

Recruitment Stage Dates

Closing Date for receipt of applications  
Initial Virtual Interviews 
Assessments
Final Interviews 21 July 2021 

Tuesday 6 July at 9am
 TBC 
After initial interviews

Governance Manager & Company Secretary Brief 
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4. Role Profile & Specification

To act as Governance Manager and Company Secretary of the Association and to be responsible for
statutory and legal compliance, Board and Committee meeting administration, implementation of
corporate standing orders, and maintaining good governance procedures across ccha.

To provide an effective framework for the delivery of internal and external strategies policies and
procedures, responding to the internal demand and the external policy environment.

To act as the Data Protection Representative for the organisation providing advice to all staff on all data
protection matters. Liaising with the ICO on any possible data breaches and reporting to the board on
ccha’s position on data protection. To have a strategic overview of whether the organisational risks are
adequately covered by the reporting mechanisms to the Board and Committees.

Role Purpose 

Governance Manager & Company Secretary
 

Division: Chief Executive Office 
Reports to: Chief Executive 
Location: Head Office 

No role profile can cover every issue which may arise within the post at various times and the post holder is expected to carry out
other duties from time to time which are broadly consistent with those described.

To undertake the function of Group Company Secretary, ensuring that ccha complies with all
company, legal, statutory, and regulatory requirements including filing returns on time to the
Regulator for Social Housing (RSH) and the Financial Conduct Authority (FCA).
To ensure ccha complies with best practice guidance as set out in its adopted Code of Governance
To report any breach of company, legal, statutory and regulatory requirements to the Chief
Executive of ccha and the Chair of the ccha Board and agree action to remedy any breach.
To keep the register of Shareholding Members and ensure that any other formal registers required
by the Rules, Statute or regulation are maintained and reported as required. 
To be responsible for company seals and legal document signing. 
To maintain a register of Members of the Association’s attendance at Board and Committee
meetings and deal with any breach of requirements as required by the Rules of the Association.
To keep a record of declarations of interest for Board and Committee Members.
To monitor compliance with all regulatory matters, and report on compliance to the Leadership
Team and Board and Committee Members.
To be responsible for Notices for Annual General and Special General Meetings, and to attend and
minute all AGM and SGM meetings. 
Lead communication on best practice advice, legal and industry updates.
Produce papers, reports and briefings for Board and Committee meetings.

Company Secretarial duties for ccha Group

Accountabilities

Governance Manager & Company Secretary Brief 
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4. Role Profile & Specification

Governance Manager & Company Secretary Brief 

Fulfil the Company Secretarial function for ccha’s subsidiary, ccha Developments Limited, including
filing annual and event-driven returns at Companies House, including filing annual accounts and the
annual confirmation statement, and maintaining statutory registers in accordance with the
requirements of Company Law. 

To agree an annual meeting agenda plan with the Chair and Chief Executive and maintain direct
lines of communication with the Chair in order to be able to give impartial advice.
Administration of all Board (ccha Board and the subsidiary Board, cchadl) and Committee Meetings
(Audit and Risk Committee, Remuneration and Nomination Committee and Development
Committee) and Strategy Days including drafting agendas, compiling Board and Committee
meeting papers to strict deadlines, minute-taking and ensuring follow up actions are completed.
Support the process for Board and Committee recruitment, ensuring that each Board and
Committee Member has a role profile and formal agreement specifying their responsibilities and
obligations. 
Support the organisation in developing induction and training programmes for Board and
Committee Members ensuring that effective training programmes are implemented in order that
skills, experience and knowledge are enhanced. 
Facilitate a skills audit and use it to propose Board and Committee training and development
programmes.
Develop and support processes for the appraisal of Board and Committee Members and Board and
Committee effectiveness, including annual Board effectiveness reviews and an external Board
effectiveness review every three years. 
Provide support to the Board and its Committees ensuring that Board and Committee Members are
properly advised, enabling them to perform their duties.
Manage the development and delivery of appropriate governance related policies and procedures
which reflect best practice, including but not limited to Deeds of Service, Board and Committee
Terms of Reference, Standing Orders, Matters Reserved to the Board and the Governance Handbook
To be responsible for the preparation and monitoring of spend against the governance budget.
To record and authorise payment of Board members.

Achievement of Business Plan requirements that are appropriate for the Company Secretary
position.
Drafting concise and accurate reports as appropriate for the Leadership team. 

Be the named data protection contact for ccha Group
Develop and implement ccha Group’s Data Protection Policy and Procedures
Ensure staff are fully aware of our ccha’s requirements around Data Protection through training
Support the organisation to ensure ongoing compliance with Data Protection through the Data
Protection action plan.
Manage the Subject Access Request process and liaise with the teams to ensure that they are
responded within the required timeframes.

ccha Developments Limited – Subsidiary 

Governance Administration

Corporate Management Responsibilities

Data Protection Responsibilities
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4. Role Profile & Specification
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Ensure that the Risk Management arrangements, monitoring and reporting of risk throughout the
organisation delivers good governance and work with the LT to ensure that any improvements are
implemented to reflect changes to the external and internal environment which then are reflected
in our risk register.
Ensure that the Board and Audit & Risk Committee are kept up to date with risk management
issues.

Attendance at meetings and events outside office hours

Risk Management Responsibilities

Additional information

Demonstrate an understanding of Governance and the ability to lead in collaboration with
Members, the Board’s development, continuous improvement and renewal (A / I ) 
Experience of working within a regulated environment (A )
Ability and experience in report writing (T)
Excellent communication skills, able to present information clearly, systematically and
accurately, and clearly communicate decisions (T)
Ability to use own initiative and plan, prioritise and manage own workload (T)
Excellent standard of numeracy and literacy ( T)

Essential 

Knowledge, skills, experience, requirements 

Recognised Company Secretarial/Governance qualification (A / I )
Experience in policy writing, including research and implementation (A / I )
Understanding of the HCA regulatory framework (A / I)
Working knowledge of company law or not for profit sector (A / I)
Understanding of housing sector and recent policy (A / I)
Commitment to continuing personal development (A / I)
Good IT knowledge and skills (A / I)
Able to work within a strong team environment, covering for others when needed (A / I)

 
Desirable
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4. Role Profile & Specification

ccha Values 

Care

Adapt 

Resilience 

Everyone 

Demonstrate commitment to ccha’s customers and the communities it serves  
Support the newly recruited board members in particular the new resident
board member with training and development opportunities.

Commitment to continuing personal development 
This role is extremely flexible so the successful candidate will need to be able to
adapt to not only the internal environment but also the external regulatory
environment at short notice possibly. They will need to be someone who looks
to challenge the norm and will ensure that the processes we have in place are
efficient and effective.

This role is extremely demanding and has to balance a number of different
challenges, most of the role can be planned but there is also a number of
reactive elements with deadlines which have to be managed alongside the
planned meeting and reporting cycle. Good communication is key to success
here and being able to organised and prioritise workload accordingly. 

Demonstrate an understanding of, and commitment to, equality & diversity with
respect for all people within and external to ccha 
Whilst the nature of the role can mean working on your own or with the Board
and the Leadership team, the successful candidate will need to work within the
senior management team to deliver collective business plan objectives. They will
need to demonstrate good team work through supporting colleagues, sharing
information and providing cover as needed.

(I)

(A / I)

(A / I)

(A / I)

Governance Manager & Company Secretary Brief 
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5. Vision, Mission and Values

"Delivering on Our Promises"

We Enable Staff And Partners
To Deliver Excellent Services

For Our Residents And Provide
More Quality Homes For Our

Community.

We’re focused, we’re forward thinking, yet grounded by
knowledge and experience.

Our core set of beliefs, values and a commitment to
make a difference is communicated through our vision,
mission and values.

2020 sets out the start of our next 5-year business plan
— our customer-centric approach to developing
services remains, we continue to find growth through
our development programme and creation of more
affordable homes. 

Finally, we are looking to build on our exemplary
record for safety.

We’re incredibly proud of the work that we do at ccha
and thankful for the employees, the partnerships, and
customers that have accompanied us in our growth
and in working with us to bring our mission to life.

Governance Manager & Company Secretary Brief 
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6. ccha Organisation Chart 
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The hours of work – This role is for 35 hrs per week. 
Salary – £53,000 per annum (full salary pro rata) for 35 hrs per week. Salaries are paid monthly on the
26th of each month.
Location – expectation of a split between home based and office based working, however in light of
the Covid pandemic ccha’s working patterns and home working arrangements are under review.
Probation – all new employees are subject to a six-month probation period to assess their suitability
for permanent employment.
Private Health Care – After successful completion of a probationary period staff will get £60 per
annum towards optical care and £60 towards dental with Simply health. In addition, staff receive
comprehensive private medical cover with AXA PPP Healthcare – all of this is fully subsidised by
ccha.
Mileage allowance – ccha have company pool cars so use of your own car is generally not expected
or is minimal. If you do use your own car mileage is scaled to the size of the car 1.2 Litre and below
rate is 45p per mile. Staff using their vehicle on ccha business must have insurance cover for
business use.
Pension – Employees aged 18 or over who meet the minimum earnings level would be auto enrolled
to join ccha’s defined contribution pension scheme, with a contribution rate matched from the
Association. All employees are also able to choose to join the scheme at the same contribution rate
as auto enrolment, or higher, with the contribution rate matched by the Association.
Annual Holidays – 25 paid days per annum rising by one day a year to a maximum of 30 days after 5
years, plus public holidays and 2 discretionary days per annum to be taken around Christmas (pro
rata to part time employees).
Sick pay – In the probation period employees are not eligible for sick pay.  

Less than 3 years’ service: 22 days at full pay, plus 22 days at half pay        
3 years but less than 5 years’ service: 43 days at full pay, plus 43 days at half pay
5+ years’ service: 66 days at full pay, plus 66 days at half pay
Sick pay thereafter is paid according to length of service, pro rata for part time employees. 

Other – ccha have several other benefits such as a cycle to work scheme, buy and sell holiday, annual
travel loan and much more.
Flexible working policies – a range of flexible working practices are available to all employees to
support your worklife balance.
Family leave – including Carers leave and Birth/Adoption Leave and enhanced Maternity Pay terms.
Notice – 2 months notice (following probation) 
No Smoking Policy - ccha operates a No Smoking Policy throughout its working premises and in the
ccha pool cars.

Summary of Terms & Conditions for Candidates

The terms and conditions of employment below are standard for the Governance Manager & Company
Secretary role at ccha, however ccha believes it is beneficial to offer terms and conditions best suited to
individual circumstances, as far as possible without effecting the needs of the business. You should
speak to the recruiting manager to discuss the flexibility available for this role.

PLEASE NOTE THAT IN THE EVENT OF AN OFFER OF EMPLOYMENT BEING MADE, IT WILL BE SUBJECT
TO TWO STATISFACTORY REFERENCES BEING OBTAINED FROM NOMINATED REFEREES AND A
POSSIBLE DBS DISCLOSURE DEPENDENT ON THE ROLE OFFERED. THESE PROCESSES WILL BE
CARRIED OUT IN THE CONDITIONS OF STRICT CONFIDENCE. 
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A customer focused approach with a real desire to provide quality services
Great relationship building skills and the ability to work with a range of stakeholders
An understanding of data protection 
Experience gained within a regulatory environment
Ideally a  Governance or Company Secretary Qualification 

working on your own initiative, at pace, in a challenging and busy role
using your excellent planning and organisational skills to juggle priorities
working in a values led culture

Governance Manager & Company Secretary 
Croydon (flexible working arrangements) 
£53,000pa plus great benefits 

At ccha we are committed to our vision of ‘delivering on our promises’, which means not only providing
high-quality much needed housing, but also looking at ways to improve the standard of living and
opportunities available to our residents.  We have over 1500 homes, including social housing, shared
ownership and outright sale and we operate across 3 London Boroughs: Croydon, Sutton & Bromley.  

We are now looking to recruit a Governance Manager & Company Secretary.  

This is a key role that operates across ccha, with responsibility for governance, regulatory, statutory and
legal compliance matters.  This role is also responsible for Data Protection for the organisation, liaising
with the teams and the ICO to ensure that we remain compliant.

Reporting to the Chief Executive and as a member of the senior management team, you will enjoy
working in collaboration with the Board and Committees on their development, continuous
improvement and succession.   

You will have responsibility for ensuring we meet all required standards, and this includes working with
the Leadership Team to ensure risk and data protection procedures are integrated into governance best
practice.  

If you have:

And you also enjoy:

please come and find out more.
  
We offer great flexible working arrangements and a range of excellent benefits.   
 
Please visit: www.hilarychanningassociates.co.uk/vacancies to review the Candidate Brief which has
more information on ccha, the role and how to apply. 

Closing Date for applications is Tuesday 6 July at 9am  
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8. Advert
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