
ANNEX A — Recruitment Requisition (RR) 
Post Title: Governance & Delivery Officer (GDO) 
Department: Governance & Delivery / Clerk’s Office 
Grade / SCP: To be confirmed by HR Committee (within approved staffing budget) 
Hours: [Insert] 
Line Manager: Clerk/Executive Officer 
Budget Code: Staffing – Governance Capacity 
Reason for Recruitment: 
The Council has adopted a modern governance operating system (templates, gateways, risk method, 
SSOT, portfolio) requiring dedicated process ownership. Without a GDO, agenda quality, risk 
discipline, portfolio reporting and engagement cadence will not be sustainable.  
Approval Route: Motion 202.10 — G2 Approval to Plan 
Notes: Recruitment process delegated to Clerk/RFO + Chair of HR.  
  



ANNEX B — Job Description (JD) 
Job Title: Governance & Delivery Officer (GDO) 
Reports To: Clerk/Executive Officer (RFO for finance interfaces) 
Purpose of Role 
Operate, maintain and improve GPC’s governance and delivery “operating system” (Business Case → 
Gateway → Delivery → Benefits), ensuring all agendas and decisions are evidence-led, risk-aware, 
gateway-compliant, and filed appropriately to SSOT and the Governance Register.  
 
Key Responsibilities 
A. Governance Operations 

• Operate Business Case, Risk Assessment, Terms of Reference, Change Control and Benefits 
Log processes (quality-checked; SSOT-filed). 

• Enforce agenda-acceptance rule (items arrive with correct templates). 
• Run Gateway (G1–G5) checks and maintain gateway decision history. 
• Maintain Governance Register and template library. 
• Publication & Transparency: Coordinate publication against the Transparency Code, 

Publication Scheme and Governance Register schedules; ensure version-controlled, 
accessible outputs (WCAG 2.2 AA).  

• Information Rights Triage: Log and route FOI/EIR requests and Subject Access Requests 
(SARs) to the Clerk/RFO; track deadlines and file outcomes to SSOT.  

• Conflicts & Registers: Maintain decision trails and relevant registers (e.g., conflicts of 
interest, gifts & hospitality) for filing on SSOT/website as appropriate. 

B. Delivery & Portfolio Management 
• Maintain Portfolio Register (RAG, milestones, dependencies). 
• Prepare monthly Project Performance Pack for Clerk/Chairs. 
• Track Change Controls; surface dependencies early. 

C. Risk & Compliance 
• Update Corporate Risk Register; copy High residual risks within 5 working days (Motion 2 rule). 
• Ensure quality risk analysis in all Business Cases. 
• Track IT/Data risks, ensuring compliance with Assertion 10. 
• Records & Retention: Operate document/records retention aligned to GPC policy; support 

DPIA scoping with the Clerk when new digital processes or data collection are proposed; 
ensure lawful basis and minimisation are evidenced in Business Cases. 

D. Engagement & Supplier Coordination 
• Maintain 12-Month Engagement Plan (Motion 9). 
• Support stalls, pop-ups, artefacts and workshops. 
• Maintain quote-ready supplier lists to support council decisions. 
• Inclusive Artefacts: Check that public artefacts use plain English, alternative text for images, 

and accessible templates; support Chairs/Leads to meet WCAG and Assertion 10 
expectations for public outputs. 

E. Data & Automation 
• Support MS Forms → Word/PDF pipeline. 
• Maintain SSOT evidence and versioning. 
• Produce simple dashboards from SharePoint lists (Portfolio, Risk, Benefits). 

F. Key Responsibilities 
• Working Pattern: Occasional evening/weekend support during engagement or critical 

gateway weeks, with TOIL in line with policy.  



• Safe Working: Adhere to lone-working and event safety procedures when supporting pop-ups 
and site visits; ensure RAs are in place and filed to SSOT.  

• Procurement admin line: If you foresee more quotes/mini-competitions, Coordinate 
light-touch procurement admin (quote logs, evaluation sheets, award notes) for small 
purchases, filed to SSOT. 

• Interface statement: Work closely with Facilities Manager, Sports/Facilities Forums and 
Chairs to align artefacts to the Gateway calendar and Engagement Plan. 
 

Measures of Success 
• 100% papers compliant with templates. 
• All High residual risks escalated within 5 working days. 
• Portfolio Register updated monthly. 
• Engagement outputs logged to SSOT. 
• Accessibility compliance rate for public artefacts;  
• On-time publication % for agenda packs, minutes and approved artefacts;  
• FOI/SAR on-time % (where the GDO provides tracking) 

 
 
  



ANNEX C — Person Specification (PS) 
Essential 

• Experience in governance, PMO, programme/project administration. 
• Strong organisational discipline; workflow management across teams. 
• Skilled in structured templates (BC, RA, ToR). 
• Competent with MS365 & SharePoint; version control. 
• Understanding of risk scoring and escalation. 
• Excellent plain-English writing. 
• Integrity, discretion, professionalism; calm under pressure. 
• Experience preparing accessible, plain-English public documents and understanding of 

WCAG considerations. [GPC - Full...iness Case | Word]  
• Awareness of FOI/EIR/SAR processes and statutory response timelines (with ability to triage 

and track). 
 

Desirable 
• Parish/charity governance experience. 
• Data/reporting/dashboard skills. 
• Procurement/contract administration. 
• Experience with community engagement or programme delivery. 
• Familiarity with publication schemes, transparency code rhythms, and simple records 

retention schedules. 
 

  

https://girtonparish-my.sharepoint.com/personal/clerk_girton-pc_gov_uk/_layouts/15/Doc.aspx?sourcedoc=%7B60B5BF14-1A42-464C-8AF1-1AC006BD51CD%7D&file=GPC%20-%20Full%20Council%2011_02_2026%20-%20Agenda%20Item%20202.10%20-%20Business%20Case.docx&action=default&mobileredirect=true


ANNEX D — Advert Text 
 
Governance & Delivery Officer (GDO) 
Girton Parish Council • Cambridge 
Part-time/Full-time (to be agreed) 
We are building a modern, transparent, evidence-led council — and we are recruiting a Governance & 
Delivery Officer to run the engine room: templates, gateways, risk, project tracking, SSOT, 
engagement and supplier coordination. 
You’ll work at the core of our governance and delivery processes, enabling councillors to make safe, 
timely, evidence-based decisions. 
Apply: CV + 1-page statement explaining how you improved a governance or project workflow. 
Closing date: [Insert date]. 
 
 

  



ANNEX E — Application Form (Template) 
(Copy/paste into “202.10_E_Application_Form_GDO_v0.9.docx”) 
SECTION 1 — Personal Details 
Name 
Address 
Phone 
Email 
SECTION 2 — Employment History 
Employer / Job Title / Dates 
Key responsibilities 
Reason for leaving 
SECTION 3 — Education & Qualifications 
[Free text] 
SECTION 4 — Knowledge & Experience 
Please provide examples demonstrating: 

• governance or project workflow experience 
• risk & compliance understanding 
• digital literacy (SharePoint/MS Forms) 
• plain-English writing 

SECTION 5 — Supporting Statement 
(max 1,000 words) — show how you match the Person Specification. 
SECTION 6 — References 
Two referees (one must be current/last employer). 
SECTION 7 — Declaration 
Signature & date. 
 

  



ANNEX F — Equality Monitoring Form 

Confidential — stored separately from application. 
• Age band 
• Sex 
• Ethnicity 
• Disability 
• Faith (optional) 
• Adjustments required? 

 

 

  



 ANNEX G — Selection Matrix 
Instructions: 
Score each criterion 0–4. Add comments. Record shortlist decision. 

Criterion Evidence Score (0–4) Notes Shortlist Y/N 

Governance/PMO experience CV/Statement    

Workflow discipline     

SharePoint/MS365     

Risk/RA literacy     

Writing quality     

Values (Teamship/Co-Creation)     

 
 

  



ANNEX H — Interview Pack 
A. Scenario Test (30 minutes) 
Candidate receives 5 agenda items (good/mixed quality). 
Task: 

• Sort into BC / RA / ToR / FYI 
• Assign Gateway stage 
• Identify risks 
• Explain how each item is filed in SSOT 

B. Core Questions 
1. How do you manage structured workflows across multiple teams? 
2. When would you escalate a High residual risk? 
3. How do you ensure agenda items arrive with correct templates? 
4. Describe your experience with SharePoint / MS Forms. 
5. How would you support the 12-Month Engagement Plan (Motion 9)? 
6. What does accessibility (Assertion 10) mean in council publishing? 

C. Values Questions 
• How do you handle disagreement professionally? 
• What does co-creation mean in a parish context? 

 
 
  



ANNEX I — Pre-Employment & Onboarding 
Pre-Employment 

• Right-to-Work checks 
• 2 references (one must be line manager) 
• Data processing consent 

 
90-Day Plan 
Weeks 1–2 

• SSOT orientation 
• Template training (BC, RA, ToR, Change Control) 
• Meet Chairs, Facilities, Ranger, Grounds 

Weeks 3–4 
• Take over agenda intake 
• Operate gateway checks on two live items 
• Baseline Portfolio Register 

Month 2 
• First Monthly Portfolio Pack 
• Set supplier shortlist 

Month 3 
• Pilot MS Forms → Word/PDF automation 
• Publish rolling 12-month agenda calendar 

 
 

  



ANNEX J — 12-Month Delivery Plan 
Q1 

• Governance Register live 
• Templates enforced 
• Portfolio baseline created 

Q2 
• MS Forms → Word/PDF digitisation 
• Change Control tracking 
• Benefits Log live 

Q3 
• G3/G4 mid-project reviews 
• Benefits baseline & early outcomes 

Q4 
• Annual Governance & Delivery Statement 
• Publish next 12-month agenda cycle 

[ 
 

https://girtonparish-my.sharepoint.com/personal/clerk_girton-pc_gov_uk/_layouts/15/Doc.aspx?sourcedoc=%7B75CB9907-1CDB-4F9F-923F-BCEF8A8CB180%7D&file=GPC%20-%20Full%20Council%2011_02_2026%20-%20Agenda%20Item%20202.10%20-%20Recruitment%20Artefacts.docx&action=default&mobileredirect=true

