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Job Title: 		Governance Officer
Job Number:			X-341 | VIP: 1115 			
Band:			EXEMPT-4		
Department: 			University Secretariat					
Supervisor Title: 	Associate University Secretary, Governance, Policy & Privacy
Last Reviewed:			April 16, 2026

JOB PURPOSE:
[bookmark: _Hlk106797255]Under the direction of the Associate University Secretary, Governance, Policy & Privacy and the University Secretary, the Governance Officer is responsible for directing and administering the business of the Senate of the University, the University’s academic governing body established under the Trent University Act with statutory jurisdiction over matters of educational policy. The Governance Officer supports the effective functioning of Senate and helps manage the work of its key committees by coordinating governance processes, meeting cycles, documentation, records, and procedural practices.
The Governance Officer also provides complex and comprehensive administrative, relationship development, communications and event support within the University Secretariat and to the Board of Governors.  The role requires knowledge and understanding of both academic and administrative bodies within the University.
Key Activities:
Senate Operations – Annual Meeting Cycle
· Oversees the administration and coordination of the business and operations of the Senate of Trent University, a body of more than 70 members chaired by the President & Vice-Chancellor.
· Develops Senate meeting schedules, work plans, and agendas; liaises with senior members of academic administration; and drafts and coordinates related documentation.
· Conducts research on academic governance, Senate responsibilities, and sector practices to support informed decision-making.
· With support of the Associate University Secretary, provides procedural and governance support to Senate on matters of practice, including the application of Senate by-laws, rules of order, precedents, existing policies, and comparative practices at other institutions, under direction.
· Supports the President & Vice-Chancellor, Vice-Presidents, and senior administrators with governance-related analysis and information on matters within Senate’s mandate.
· Meets regularly with the President & Vice-Chancellor in their capacity as Chair of Senate, as required, to support Senate business and meeting preparation.
· Prepares the official minutes and record of proceedings of Senate meetings and coordinates post-meeting communications, including publication of decisions and follow-up correspondence.
· Maintains and publishes the official institutional record of Senate-approved educational policies.
· Designs and delivers an annual orientation program for Senate voting members and official visitors.
· Facilitates communication between the Student Senate Caucus and senior administration to support the timely identification and resolution of student governance issues.
· Manages Senate membership records, elections, corporate files, and electronic indexes.
Senate Committee Operations
· Coordinates and supports the work of Senate committees, including the Senate Executive Committee and the Nominating and Governance Subcommittee.
· Develops committee meeting schedules, work plans, templates, and agendas in collaboration with committee Chairs; coordinates documentation and prepares materials for consideration, including drafting reports, proposals, summaries, and Senate submissions as requested.
· Conducts research to support committee deliberations related to academic planning and academic policy.
· With support of the Associate University Secretary, provides governance process support and best-practice information to committee Chairs and members, drawing on sector practices at other postsecondary institutions.
· Prepares official committee minutes and coordinates pre- and post-meeting communications.
· Orients new committee members to their roles and governance responsibilities.
· Manages committee membership records, attendance tracking, and official files.
Senate-Related Special Projects
· Coordinates and supports Senate-mandated special initiatives, including Chancellor searches.
· With support of the Associate University Secretary, provides research, coordination, and procedural support for Senate by-law reviews and Senate committee structure reviews.
· Supports initiatives to strengthen Senate effectiveness by assisting with the development and implementation of improved governance practices, objectives, and planning processes.
Board Operations/Support
· Takes Board and Committee minutes, as assigned, ensuring official records are kept for all meetings.
· Provides support services for the Board of Governors and Board committees.  Responsible for the administration of multi-faceted activities that include: detailed arrangements, including hospitality, for on-site and off-site meetings and events, scheduling and rescheduling of meetings (in-person, hybrid, virtual), assembling of Board meeting packages that may include sensitive material,  production of finished Board documents (as required), annual update of Board handbook, Execute Board and Senate elections. 
· Manages Board membership records, elections, corporate files, and electronic indexes.
Governance Office Operations/Support
· Provides general administrative secretarial services for the University Secretariat office. Responsible for budget tracking, processing expenses, Secretariat office reception, mail, purchase orders, print orders, courier orders, document production, drafting of routine correspondence, speaking notes, travel arrangements, meeting arrangements, equipment, and supplies. 
· Engages directly and steward relationships with internal and external stakeholders including Board and Committee members, Senate members, faculty, staff, students, alumni, suppliers, etc.
· Assists the Associate University Secretary, Governance, Policy & Privacy, with tracking of institutional policies, procedures, and guidelines. 
· Assists with access/privacy matters, as directed, including supporting with institutional training in privacy best practices. 
· Assists with the provision of support for special ad hoc committees (e.g., task forces, planning committees) or other bodies supported by the Secretariat.
· Develops Standard Operating Procedures (SOP) for the department.
· Maintains an advanced capability in information technology required for the effective functioning of the office.
· Updates unit webpages and confidential portals as directed and ensures accessibility compliance. 
· Maintains, monitors, and posts material to the Board, Senate, and Policy Library SharePoint portals to be used for communications on behalf of the University ensuring accessibility of documents received.
· Maintaining the co-curricular record database for Student members of the Board of Governors and Senate. 
· Coordinate awards and recognition for Eminent Service Award, Governor Emeritus, and retiring governors.
· Liaise with student employees who are supporting the work of the Secretariat.
· Manage bookings of meeting room BL107.2 for internal and external parties.
· Liaise with offices of the President and Vice-President’s on administrative matters.
· Fills in for the Associate University Secretary, Governance, Policy & Privacy, as required. This includes, but is not limited to, triaging privacy breaches as they are made aware to the University Secretariat, managing communications for Freedom of Information requests, monitoring ongoing University policy consultations, liaise with offices of the President and Vice-President’s when applicable.
· Other duties as required.
Education Required:
· Honours University Degree (4 year) required.
Experience/Qualifications Required:
· Three (3) years’ experience providing administrative support in a fast-paced environment required.
· Demonstrated knowledge of, and ability to apply, best practices in academic governance.
· Experience working in a post-secondary environment, with volunteer Boards, or supporting senior administration an asset.
· Demonstrated diplomacy, tact, and sensitivity in working with senior leaders and governance members.
· Excellent verbal communication skills.
· Exceptional written communication skills, including the ability to write clearly, succinctly, and unambiguously.
· Proven ability to take initiative, solve problems, and work independently as well as collaboratively in a team environment.
· Excellent organizational skills with the ability to prioritize tasks, manage multiple deadlines, and maintain accuracy under pressure.
· Strong computing skills including MS Office Suite, Adobe Acrobat Pro, E-mail, Zoom, Internet web browsing and research skills, electronic calendaring required. Experience with SharePoint and Drupal an asset.
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