
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Company secretary – Band 9 



 

 

Moorfields: A global leader in ophthalmology 
 

Moorfields Eye Hospital NHS Foundation Trust is a world-class centre of excellence for ophthalmic 

research and education and the leading provider of eye health services in the UK. With more than 

2,500 staff, our reputation for providing the highest quality ophthalmic care has developed over 200 

years and we are proud to be supported by one of the most diverse workforces in the NHS. We are 

committed to sustaining and building on our pioneering history and ensuring we remain a global 

leader whilst also providing almost 50% of the ophthalmology care delivered across London 

alongside our patients from across England and Wales. 

 
Our primary focus is the care and treatment of NHS patients with a wide range of eye problems, 

from common complaints to rare conditions not treated anywhere else in the UK. We perform well 

against national and local standards, achieving our operational targets. Our clinical outcomes and 

safety record are excellent, evidenced amongst the best in the world and achieved while also 

delivering an operating surplus against the financial plan. 

 
Providing safe and effective services for our patients underpins all that we do, and we strive to 

maintain high levels of patient feedback so that we can continue to improve services. In 2020/21 

over 94% of responding patients would recommend us to their friends and family. Our performance 

is recognised by the Care Quality Commission (CQC), which continues to rate our services and sites 

as outstanding or good. 

 

 
Research, development and innovation 

Moorfields Eye Hospital, the University College London Institute of Ophthalmology and the National 

Institute for Health Research Moorfields Biomedical Research Centre are the world’s most 

successful research partnership in ophthalmology. This collaborative work includes the ‘London 

project to cure blindness’, in partnership with the Macular Society which has developed stem cell 

technology to restore sight. 

 
We are leading on genetic and translational research in ophthalmology. Projects include the UK Bio 

Bank and the 100,000 genomes project. Moorfields also plays a joint leadership role in the Insight 

hub, which brings together the largest collection of ophthalmology data in the world to improve 

diagnosis, treatments and personalised healthcare. 

 
We work in partnership with a number of world leading technology companies including our 

groundbreaking artificial intelligence diagnostic work with Google Health. We are a world leader in 

providing a range of novel telemedicine solutions including our award-winning online A&E clinic. 

 
We have increased our presence on The Ophthalmologist’s global ‘Power List’ in recent years which 

recognises lasting impact in the field of ophthalmology. 



 

 

World-class education 

Moorfields has an integral partnership with the UCL Institute of Ophthalmology which has enabled 
significant investment in facilities and learning to train eye care clinicians from across the world. 
UCL is one of London’s top universities and the best place in the world to study ophthalmology. 

 
Our cutting-edge short courses and programmes ensure that we provide the latest thinking in 
ophthalmic practice and education and can transform these insights into impact in organisations. 
Participants consistently rate our courses as outstanding and delegates value being trained and 
taught by world-renowned faculty scientists, consultants and clinicians. 
 

 
Commercial divisions: London and the United Arab Emirates (UAE) 

Moorfields runs a successful private healthcare division in London, offering surgery, outpatient 
clinics and a range of cosmetic and other treatments not available on the NHS. It has a reputation 
as a centre of excellence, providing high quality ophthalmic care to private patients from the UK and 
across the world. 

 
The considerable financial surplus generated is invested back into the Moorfields NHS Foundation 
Trust for the benefit of its NHS services. Moorfields Private has ambitious growth targets over the 
next five years, to enable more patients to be able to access our care and to continue to support the 
financial stability of the trust. To support this ambition Moorfields added the London Claremont Clinic 
in central London to provide an increased presence in the Harley Street area to attract further 
business, particularly from the international market. 

 
Moorfields UAE consists of Moorfields Eye Hospital Dubai and Moorfields Eye Hospital Centre Abu 
Dhabi. In this dynamic market, we have been proactive in marketing to patients, insurance 
companies and large corporations, and have grown our patient base whilst also contributing to 
education and research programmes to encourage and facilitate world-class teaching within the 
region. 

 
 
Covid-19 and service transformation 

During the Covid-19 pandemic, Moorfields led significant innovation nationally to safely see as many 
patients as possible. Alongside enabling 80% of our A&E patients to access treatment through 
online consultation we developed innovative diagnostic hubs to provide rapid tests for patients in a 
socially distanced way which also freed up clinician time to focus on delivering specialist care. This 
is being widely adopted post-pandemic across the UK as a service improvement. 

 
The bravery and professionalism of our staff, a number of whom were redeployed during the 
pandemic, has been widely commended. We have continued to offer urgent and emergency 
services as a surgical hub, extending these to a number of acute trusts across London. 

. 

 
 

 



 

 

The future 

Oriel, our new centre for advancing eye care, research and education which is being built in 

partnership with the UCL Institute of Ophthalmology and Moorfields Eye Charity, has taken great 

steps forward in the past year. Our vision is to deliver a new, integrated centre that brings together 

world-leading eye care, research and education on part of the St Pancras Hospital site in Camden. 

Harnessing the expertise of the partners under one roof in a state-of-the-art building will benefit 

patients, academic and health professionals and the wider health system. Full planning permission 

was granted by Camden Council in summer 2022 and Oriel was given final NHS and government 

approval in November 2022. Construction begins this year with the building opening in 2027. 

 

 
Charity partnership 

Moorfields Eye Charity is the main fundraising and grant-making charity for Moorfields and our 

academic partner the UCL Institute of Ophthalmology. The charity invests in life changing eye health 

by funding innovative research, patient care and training to improve people’s sight, both for our 

patients and for people around the world. In partnership with UCL, Moorfields Eye Charity is 

committed to raising £100 million from philanthropy to support Oriel, demonstrating again the 

importance of Moorfields both within the UK and globally. 

 

 
Membership council 

Our membership council has a duty under the NHS Act 2006 to represent the interests of NHS 

Foundation Trust members and the public and trust staff in the governance of an NHS Foundation 

Trust. The membership council includes elected and nominated governors and has decision-making 

powers defined by statute. These powers are described in the constitution and are mainly concerned 

with holding to account the non-executive directors individually and collectively for the performance 

of the trust board; the appointment, removal and remuneration of the chairman and non-executive 

directors; the appointment and removal of our external auditors; the provision of views on strategic 

plans; and representing the views of members. 

 
 
Useful links 

 
Our strategy 

Our membership council 

Annual report 

Care Quality Commission report 

Our locations 

Moorfields Magazine 

Oriel 

https://www.moorfields.nhs.uk/content/strategy-and-priorities
https://www.moorfields.nhs.uk/content/membership-council
https://www.moorfields.nhs.uk/sites/default/files/uploads/documents/Moorfields%20Annual%20Review%202020-21.pdf
https://www.cqc.org.uk/location/RP601
https://www.moorfields.nhs.uk/content/our-locations-0
https://www.moorfields.nhs.uk/content/moorfields-magazine
https://oriel-london.org.uk/latest/


 

 

Context 

 
Moorfields has developed a clear direction focused on a common understanding of the motivation, 

values and purpose of the trust. 

 

• Our motivation is that “People’s sight matters.” 

• Our values are “excellence, equity and kindness.” 

• Our purpose is “working together to discover, develop and deliver excellent eye care, 

sustainably and at scale.” 

 
The organisational strategy looks to develop upon these principles and sets out five strategic 

objectives which will help guide the organisation. 

 
These strategic objectives are: 

• Working together meaning we collaborate with one another as individuals, in our teams, 

with our patients and with our partners 

• Discover meaning we will focus on setting the agenda, pioneering new pathways and 

treatments 

• Develop meaning we will apply our discoveries and global best practice to benefit our 

patients, staff, and the services we provide 

• Deliver meaning we will consistently provide an excellent, globally leading service 
• Sustainably and at scale meaning we will use our resource responsibly, safeguarding 

what we have for the next generation – and we will design our services so that more 

people can access excellent care 

 
Role summary 

The post holder will be responsible for establishing and maintaining the highest level of corporate 
governance. They will be responsible for working with and supporting the chair and chief executive 
to meet their obligations to ensure that the trust is adequately preparedly to comply and can 
secure ongoing compliance with the regulatory framework (statute, terms of authorisation and 
constitution) enforced by NHS regulators, including NHS England/NHS Improvement – the 
independent regulator of NHS Foundation Trusts. 
 
They will establish, manage and maintain effective procedures for the sound corporate 
governance of the trust and will advise the board of directors and council of governors via the chair 
and chief executive. The post holder will act as a main advisor to the chair, chief executive, board 
of directors and its associated assurance committees, and the council of governors on all issues 
relating to corporate governance, ensuring the trust’s corporate affairs are undertaken to the highest 
standards of probity and according to statutory and legislative requirements (the regulatory 
framework). 
 
They will manage the membership function of the trust and the secretariat to the board of directors 
and its associated assurance committees, and council of governors. 



 

 

How to apply 

We encourage applications from all backgrounds, communities, and industries, and are committed 
to having a team that is made up of diverse skills, experiences, and abilities. We actively value the 
positive impact that difference has on our teams. We are committed to equality and diversity within 
our workforce and all opportunities which we provide 

 
Key dates 
Closing date for applications is 19 February 2023. 

 
Following a shortlisting meeting, the final interview stages with Moorfields Eye Hospital NHS 
Foundation Trust will take place on 7 March 2023. 

 
 
How to apply 
In order to apply, please submit a comprehensive CV along with a covering letter which sets out 
your interest in the role and encapsulates the aspects of your experience relevant to the required 
criteria. Please include current salary details and the names and addresses of three referees. 
Referees will not be approached until the final stages and not without prior permission from 
candidates. 

 
The preferred method of application is by email at: applications@hunter-healthcare.com 

 
Personal data 
In line with GDPR, we ask that you do NOT send us any information that can identify children or any 
of your sensitive personal data (racial or ethnic origin, political opinions, religious or philosophical 
beliefs, trade union membership, data concerning health or sex life and sexual orientation, genetic 
and / or biometric data) in your CV and application documentation. Following this notice, any 
inclusion of your sensitive personal data in your CV/application documentation will be understood 
by us as your express consent to process this information going forward. Please also remember to 
not mention anyone’s information or details (e.g., referees) who have not previously agreed to their 
inclusion. 

 
Contact details 
For a conversation in confidence, please contact: bdavies@hunter-healthcare.com 

 
We are committed to ensuring everyone can access our website and application processes. This 
includes people with sight loss, hearing, mobility and cognitive impairments. Should you require 
access to these documents in alternative formats, please contact bdavies@hunter-healthcare.com 

 
Also, if you have any comments and/or suggestions about improving access to our application 
processes please don't hesitate to contact us bdavies@hunter-healthcare.com 

mailto:applications@hunter-healthcare.com
mailto:bdavies@hunter-healthcare.com
mailto:bdavies@hunter-healthcare.com
mailto:bdavies@hunter-healthcare.com


 

 
 

Appendix 1 

Board of directors 
 

 

 

Dr Martin Kuper, chief executive 

Martin took up the position of chief executive at Moorfields 
in September 2021. An anaesthetist by training, he was the 
former deputy chief executive for transformation and chief 
medical officer at London North West University Healthcare 
NHS Trust. Martin has a wealth of expertise including over 
10 years of board experience as medical director in 
foundation and non-foundation trusts in London. 

 

 

Jonathan Wilson, deputy chief executive/chief finance 
officer 

Jonathan re-joined the trust in November 2018 as chief 
financial officer having previously held the position of 
deputy director of finance for over nine years. Jonathan is 
an experienced board-level director, having held CFO roles 
at the Royal National Orthopaedic Hospital and the 
Homerton NHS Foundation Trust. Jonathan’s portfolio 
includes finance, IT and procurement. 

 

 

Professor Sir Peng Tee Khaw, director of research and 
development 

Peng was appointed to his board role in 2008 and is a 
clinician scientist and surgeon specialising in paediatric and 
adult glaucoma. Peng is developing new surgical and stem 
cell therapies and he is also the director of the NIHR 
Biomedical Research Centre at Moorfields and the UCL 
Institute of Ophthalmology. 



 

 
 

 

Sheila Adam, chief nurse and allied health 
professionals 
Sheila joined Moorfields as chief nurse in April 2022. Prior 
to this, Sheila worked for NHS England and NHS 
Improvement, where she was an intensive support 
improvement director, delivering executive leadership 
support to Trusts across the NHS. She was chief nurse and 
director of governance at Homerton University Hospital 
NHS Foundation Trust from 2013 to 2018 and, prior to this, 
deputy chief nurse and acting chief nurse at University 
College London NHS Foundation Trust. Sheila will play a 
key role in driving forwards strategic projects like Oriel, our 
new centre for excellence in eye care, research, and 
education. 

 

 

 
Louisa Wickham, medical director 

Louisa became medical director in January 2021. Louisa 
joined Moorfields a consultant in vitreoretinal surgery and 
medical retina in 2009. Her interest in clinical leadership 
stems from her time as a trainee, developing a Leadership 
Fellow for the Health Foundation and as a European 
Leadership Fellow at INSEAD. She works with the Royal 
College of Ophthalmologists and Royal Society of Medicine 
to promote clinical leadership for doctors at all stages of 
their training. 

 

 

 
Jon Spencer, chief operating officer 

Jon joined Moorfields in February 2021. Prior to this Jon 
served as deputy chief operating officer at The Royal 
Marsden NHS Foundation Trust where he was involved in 
a number of high profile projects, including leading the 
hospital’s response to Covid-19 and overseeing major 
programmes of work in pharmacy, imaging and genomics. 
He has also provided divisional level management to a 
number of clinical services at both the Marsden and Guy’s 
and St Thomas’ NHS Foundation Trust 



 

 

Rosalind Given-Wilson, non-executive director 

Chair quality and safety committee 

Ros joined Moorfields as a non-executive director in April 
2015. Ros is a consultant radiologist and previously served 
for over seven years as medical director at St George’s 
University Hospitals NHS Foundation Trust, where she had 
responsibility for clinical quality and safety, education, 
training, research governance, clinical strategic 
involvement and stakeholder engagement. Prior to this, 
Ros established and ran the NHS breast screening unit in 
south west London for ten years and led the children’s 
clinical working group across south west London. 

 
Nick Hardie, non-executive director 

Chair, audit and risk and finance committees 

Nick joined the trust in January 2016. His career has 
included senior treasury and financial management roles 
for a number of FTSE companies including Marks and 
Spencer and Hammerson, a property development and 
investment company with a £9bn portfolio. Nick is also a 
non-executive director of the Devon and Cornwall Housing 
Group. 

 

David Hills, non-executive director 

Chair, capital scrutiny committee 

David joined the trust in April 2017 and is an experienced 
construction and project delivery professional whose career 
has included senior and board level roles for a number of 
FTSE companies including Mouchel and Laing O’ Rourke 
as well as working extensively with the public sector in 
senior project and programme delivery roles. David also 
has a role as the director of programme delivery for the 
University of Cambridge 

 
Professor Andrew Dick, non-executive director 

Andrew took up position as director of the UCL Institute of 
Ophthalmology in September 2016. He is a clinician 
scientist and surgeon, also based at University of Bristol, 
with a main interest in how our immune system both 
protects and damages tissues in a variety of diseases, 
including age-related macular degeneration and uveitis. 
Andrew is the joint senior responsible officer for Oriel. 



 

 

Vineet Bhalla, non-executive director 

Chair, people and culture committee 

Vineet joined Moorfields in March 2020. He is an 
experienced senior IT professional, currently chief 
technology officer and senior vice president for technology 
at Burberry. He has previously held global roles for Unilever 
as head of IT for their digital marketing and research and 
development divisions and had led data-driven and digital 
transformation at scale. 

 
Richard Holmes, non-executive director 

Chair, strategy and commercial committee 

Richard held senior roles at Specsavers over ten years, as 
global marketing director and joint chief executive officer 
(UK). Over this period the group increased its UK market 
share from 30% to 50% and became the market leader in 
Scandinavia. Richard also held a number of senior 
marketing and commercial roles at Boots and Unilever. 
Richard holds non-executive director roles at Lok’N Store 
Plc and First Contact Healthcare and is vice chair of his 
local Citizens Advice organisation. 

 
Adrian Morris, non-executive director 
Adrian joined Moorfields in March 2021. Adrian has held 
senior roles in Centrica, British Gas and BP and is currently 
the general counsel for Tesco and a member of the Tesco 
Group Executive. Adrian was also part of the negotiating 
team for the sale of Tesco’s Asian businesses for £8bn, 
following the successful £4bn acquisition of Booker Plc, to 
create the UK’s leading food group. Adrian is the executive 
sponsor for Tesco’s Disability Network and is a mentor 
under the Group’s partnership with Arrival Education. 

 
Asif Bhatti, non-executive director 

Asif joined us as a non-executive director in May 2022. He 
is a chartered accountant and is currently the group director 
of risk and audit at the Compass Group plc. Over the last 
20 years, he has held senior finance roles in a broad range 
of companies and industries including the John Lewis 
Partnership, chaired Gloucester City Homes and has held 
non-executive roles with the East Thames Housing 
Association and Global Partners & Associates, a political 
change consultancy. Asif brings a deep understanding of 
finance, transformational change, IT and risk. 



 

 

Non-voting directors 
 

 

Kieran McDaid, director of capital estates and major 
projects 

Kieran was appointed to the board in June 2018 and is an 
experienced construction and project management 
professional having delivered a large number of 
construction projects in both academic and clinical settings. 
Kieran is a fellow of the Royal Institute of Chartered 
Surveyors (FRICS) and holds an MBA from the University 
of Nottingham. Kieran previously held the position of 
estates director at University College London Hospitals 
(UCLH) where he led and delivered significant projects, 
such as the Proton Beam Therapy Centre, Macmillan 
Cancer Centre and Eastman Dental Hospital 

 

 

 

Sandi Drewett, director of workforce and organisation 
development 

Sandi was appointed to the board in June 2018 and has 
over two decades of experience in human resources (HR) 
in both the public and private sectors including higher 
education, the NHS and advertising. Her NHS career spans 
15 years and includes holding HR leadership roles in acute 
and mental health trusts and acting as an external 
consultant to a range of NHS provider and commissioning 
organisations. She was previously the director of human 
resources and organisation development at the East 
London Foundation Trust. 

 
 
 
 

 

 
 

Nick Roberts, chief information officer 

Nick Roberts was appointed to the board in June 2020 as 
Moorfields’ chief information officer. Nick joined Moorfields 
from UCLH where he was the director of digital services. 
Nick has considerable experience and knowledge of clinical 
technical systems, major international research initiatives 
and system partnerships. Nick was responsible for the 
delivery of the EPIC health records system and technology 
supporting international research initiatives such as the 
early lung cancer diagnosis programme and creation of 
EMAP, a virtualised research platform for big data. 



 

 

 

 

 

Ian Tombleson, director of quality and safety 

Ian joined Moorfields in November 2009. Ian has a scientific 
background in cancer research and worked subsequently 
in a number of NHS trusts. He also worked for the Health 
Service Ombudsman and the Care Quality Commission. 
Ian is responsible for customer services, risk and safety 
management and setting quality standards. 

 

 

 

 

Professor Michele Russell, joint director of education, 
UCL Institute of Ophthalmology/Moorfields Eye 
Hospital 

Professor Michele Russell was appointed joint director of 
education, UCL Institute of Ophthalmology/ Moorfields 
Eye Hospital in September 2021.  

 

Michele is a professor of clinical education and higher 
education policy and practice with over 20 years senior 
strategic leadership experience in higher education, 
government, public and private sector consultancy – and a 
range of clinical, education, research and leadership roles 
in the NHS. 
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Job description 

Job title: Company secretary 

 
Department: HR chief executive office  

Band: 9 

Responsible to: Chief Executive and Chairman [Line manager] 

 
Accountable to: Chief Executive [Line manager] 

 
 

Organisational context 
 

See candidate pack 

 

Working relationships: 
 

Internal External 

Chairman 

Chief 

executive 

Executive directors 

Governors 

Risk managers 

NHS organisations at system, region 

and national levels 

Internal and external auditors 

NHSE/I 

 
 
The post 

 
The post holder will be responsible for establishing and maintaining the highest level of corporate 
governance. They will be responsible for working with and supporting the chair and chief executive 
to meet their obligations to ensure that the trust is adequately preparedly to comply and can secure 
ongoing compliance with the regulatory framework (statute, terms of authorisation and constitution) 
enforced by NHS regulators, including NHS England/NHS Improvement – the independent regulator 
of NHS Foundation Trusts. 
 

They will establish, manage, and maintain effective procedures for the sound corporate governance 
of the trust and will advise the board of directors and membership council via the chair and chief 
executive. The post holder will act as a main advisor to the chair, chief executive, board of 
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directors and its associated assurance committees, and the membership council on all issues 
relating to corporate governance, ensuring the trust’s corporate affairs are undertaken to the 
highest standards of probity and according to statutory and legislative requirements (the regulatory 
framework). 

 
They will manage the membership function of the trust, legal function and governance functions 
and provide the secretariat functions to the board of directors and its associated assurance 
committees, and membership council. 

 
Main responsibilities 
 

Corporate Governance 
 

1. Provide independent expert advice and support to the chief executive, chair, board of 
directors, and membership council on all matters relating to statutory and legislative 
compliance and interpretation. 

2. Support the chair and chief executive in ensuring compliance with monitor’s publication The 
NHS Foundation Trust Code of Governance and other best practice in corporate governance. 

3. With the chair, ensure that the board of directors and its associated assurance committees 
are properly constituted, operated and supported in line with standing orders and the 
regulatory framework. 

4. Provide expert advice to the chair, chief executive, board of directors and associated 
assurance committees, and membership council and constitutional matters, correct and 
proper conduct of business and meetings. Commission and provide briefings for external 
advice were necessary to ensure the efficient and effective resolution of issues. 

5. Scrutinise and report to the chief executive and the board of directors on all new regulatory 
developments and advise on potential implications for the operation of the trust. 

6. Assess the governance implications of papers put to the board of directors and membership 
council. 

7. Ensure all registers required by the trust’s constitution or regulated legislation are 
established and maintained, and along with any appropriate reports, make sure they are 
available for public inspection and annual reports produced as required. 

8. Ensure standing orders are in place, acted upon and reviewed on an annual basis or more 
frequently in line with changing national guidance, and with the director of finance, ensure 
standing financial instructions are similarly in place, reviewed and acted upon by the board 
of directors. 

9. With the chief executive and director of finance, ensure the statutory annual returns, 
including the annual accounts and annual report are prepared, approved, and presented to 
the regulator and laid before parliament in accordance with prescribed timescales. 

10. Develop and maintain the trust’s annual board assurance framework (BAF), liaising with 
executive director leads on a monthly basis to take account of emerging strategic risks and 
mitigating actions to the delivery of the trust’s strategic objectives that potentially impact on 
the whole organisation; ensure regular reports are provided to the board and its associated 
assurance committees including audit and risk committee; ensure the BAF effectively 
guides the focus of the board, and liaise with the trust’s auditors on the annual review of the 
BAF as it underpins the annual governance statement. 
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11. Work with the director of quality to contribute to the development of systems, controls 
processes and risk management arrangements that comply with internal and external 
governance and best practice requirements. 

12. Maintain and monitor procedure to ensure that the trust is able to comply with the 
requirements of the statutory and regulatory framework and the trust’s constitution, and 
ensure they comply with corporate governance best practice in the NHS. 

13. Co-ordinate and assist with the production of all appropriate reports and forward plans to 
relevant external bodies and ensure they are available for public inspection as appropriate. 

14. Ensure the effective flow of information between the board of directors, its associated 
assurance committees, and the membership council. 

15. Ensure executive and non-executive directors are appointed in line with the latest national 
fit and proper persons requirements, and that annual declarations of their ongoing 
compliance with those requirements, as well as annual external checks of their fitness are 
subsequently made and reported to the board of directors and external regulators e.g., 
CQC, as appropriate. 

16. Ensure that governance arrangements for the trust’s commercial divisions and enterprises 
are in place that protect the interests of the trust and its directors, advise and support the 
board in establishing and governing commercial entities. 

17. Line manage the head of legal services to ensure that the legal functions of the trust 
are operating smoothly and efficiently, including the commissioning of external legal 
advice. 

 

Membership Council 
 

1. Ensure that the trust complies with its constitution and that any amendments in line with 
national guidance are drafted, appropriate approved and incorporated into correct 
procedures for the operation of the council. 

2. Ensure that meetings of the membership council are held in accordance with the trust’s 
constitution. 

3. Ensure that effective arrangements are in place for the board of directors and membership 
council to communicate and engage with members. 

4. Manage the membership function of the trust, including developing the membership 
recruitment strategy and overseeing the successfully delivery of membership activities. 

5. Ensure an accurate members’ database is maintained, including the public register, in liaison 
with an external database provider. 

6. Regularly monitor the trust’s membership to ensure it represented the diversity of the local 
population and recommend and ensure implementation of strategies to address any short 
comings. 

7. Ensure legally and constitutionally compliant arrangements are in place for public and staff 
governor elections to the membership council, including supervising the delivery of election 
activity by an external supplier. 

8. Ensure appropriate processes are in place for the appointment of stakeholder governors and 
manage the process for governor resignations and replacements. 

9. Work with the head of communication to develop internal and external two-way 
communication channels with governors and potential members. 

10. Develop systems for engaging with members, including an annual program of health events, 
and encourage managers to interact with the membership to help improve local accountability. 
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11. Ensure the membership council is supported to effectively deliver its statutory roles, 
particularly in relation to the appointment and re-appointment of the chair and non-executive 
directors. 

12. Ensure governors have the skills and knowledge to deliver their responsibilities, including 
developing and maintaining a robust induction program for new governors and an annual 
training and development program for all governors. 

13. Support the chair in effectively communicating with the membership council and it’s the 
trust’s members. 

14. Support the annual governor appraisal process. 
15. Support the senior independent director in undertaking the chair’s annual appraisal in line 

with national guidance and ensuring that internal and external stakeholders could contribute 
to the process. 

 
 
Corporate affairs 

 
1. Ensure a professional secretariat function is in place and able to facilitate the effective 

working of the board of directors and its associated assurance committees, and the 
membership council. 

2. Support the chair, chief executive, and the chairs of the board’s committees in the effective 
conduct of board, council, and committee business through: 

• Planning, preparation and timely submission of agendas, reports, supporting papers and 
minutes in line with agreed procedures for the management of meetings. 

• Preparing agendas and minutes for membership council, board of directors and 
associated assurance committees and ensuring there is an appropriate record of business 
and decisions made. 

• Identification and assignment of actions to help determine forward plans for the annual 
business of the membership council, board of directors, and associated assurance 
committees. 

• Ensure that the business of the membership council and board of directors and its 
associated assurance committees are planned in advance via annual work plans and the 
board assurance framework. 

• Monitor the governance implications of business papers put to the board of directors and 
membership council and ensure the follow up of decisions. 

• Maintain a calendar of prospective business for the board of directors and membership 
Council to ensure business is appropriately dealt with within an annual business cycle. 

• Ensure minutes of the membership council, board of directors and associated assurance 
committees properly record decisions and their context. 

• Provide advice and support to the trust’s governance structures as required, including 
the membership council, board of directors, and associated assurance committees. 

• Ensure the safe custody and application of the trust’s seal. 

3. Develop and maintain effective arrangements for the induction of non-executive directors 
and provide advice and support regarding the discharge of their duties. 

4. Identify areas where action is necessary to ensure that the trust is compliant with the 
requirements of legislation, terms of authorisation and constitution. 

5. Maintain systems to ensure corporate governance policies and strategies are up to date. 
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6. Maintain a register of interests of governors, directors, consultants and other senior staff and 
report on a regular basis as required by national guidance 

 
 
Communications 

 
This role communicates with the chair, chief executive, and other members of the executive team, 
the board of directors, membership council, senior leadership team within the trust, trust members 
internally and externally, external regulators including NHS England/NHS Improvement and partner 
organisations, including the local authority and commissioners. Specific communication 
requirements of the role include: 

 
1. Communicate independent expert advice in written and verbal form to the chief executive, 

chair, board of directors and membership council on all matters relating to statutory and 
legislative compliance and interpretation. 

2. Communicate expert advice in written and verbal form to the chair, chief executive, board of 
directors and associated assurance committees, and membership council on constitutional 
matters, correct and proper conduct of business and meetings. commission and provide 
briefings for external advice were necessary to ensure the efficient and effective resolution 
of issues. 

3. Scrutinise and report in written and verbal form to chief executive and the board of directors 
all new regulatory developments. 

4. Ensure all registers required by the trust’s constitution or regulated legislation are 
established and maintained, and along with any appropriate reports, make sure they are 
available for public inspection. 

5. Take the lead on writing the annual report in line with legislation and ensure it is presented 
along with the annual accounts to the regulator and laid before parliament in accordance with 
prescribed timescales. 

6. Develop and maintain the trust’s annual board assurance framework (BAF), liaising with 
executive director leads – both verbally and in written form - on a monthly basis to update 
the framework, including risks and mitigations to the delivery of the trust’s strategic 
objectives; compile regular reports for the board and its associated assurance committees 
including audit committee; ensure the BAF effectively guides the focus of the board, and 
liaise with the trust’s auditors – both verbally and in written form - on the annual review of 
the BAF as it underpins the annual governance statement. 

7. Co-ordinate and assist with the production of all appropriate reports and forward plans to 
relevant external bodies and ensure they are available for public inspection as appropriate. 

8. Ensure the effective flow of information – both verbal and in the written form -between the 
board of directors, its associated assurance committees and the membership council. 

9. Ensure that effective arrangements are in place for the board of directors and membership 
council to communicate and engage with members verbally, in the written form or via face- 
to-face events. 

10. Work with the head of communication to develop internal and external two-way 
communication channels with governors and potential members. 

11. Develop verbal, written and face to face opportunities for engaging with members, including 
a program of health events, and encourage managers to interact with the membership to help 
improve local accountability. 
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12. Develop and deliver a robust induction and rolling training and development program for 
governors and non-executive directors, including verbal and written information, as well as 
facilitating face to face sessions. 

13. Support the chair in effectively communicating with the membership council and the trust’s 
members, verbally, in written form and face-to-face events. 

14. Prepare agendas, forward plans, reports and minutes for all the trust’s key meetings 
including membership council, board of directors and its associated assurance committees. 

 
 
Planning and organising 

 
1. With the chair, ensure that the board of directors and its associated assurance committees 

are properly constituted, operated, and supported in line with standing orders and the 
regulatory framework. 

2. Ensure all registers required by the trust’s constitution or regulated legislation are 
established and maintained, and along with any appropriate reports, make sure they are 
available for public inspection. 

3. With the chief executive and director of finance, ensure the statutory annual returns, 
including the annual accounts and annual report are prepared, and presented to the regulator 
and laid before parliament in accordance with prescribed timescales. 

4. Develop, plan and maintain the trust’s annual board assurance framework (BAF), liaising 
with executive director leads on a monthly basis to update the framework, to take account of 
emerging strategic risks and mitigating actions to safeguard the delivery of the trust’s 
strategic objectives that have the potential to impact on the whole organisation; ensure 
regular reports are provided to the board and its associated assurance committees including 
audit committee; ensure the BAF effectively guides the focus of the Board, and liaise with 
the trust’s auditors on the annual review of the BAF as it underpins the annual governance 
statement. 

5. Co-ordinate and assist with the production of all appropriate reports and forward plans to 
relevant external bodies and ensure they are available for public inspection as appropriate. 

6. Ensure an accurate members’ database is maintained, including the public register, in liaison 
with an external database provider. 

7. Regularly monitor the trust’s membership to ensure it represented the diversity of the local 
population and recommend and ensure implementation of strategies to address any short 
comings. 

8. Planning, preparation and timely submission of agendas, reports, supporting papers and 
minutes in line with agreed procedures for the management of meetings. 

9. Preparing agendas and minutes for membership council, board of directors and associated 
assurance committees and ensuring there is an appropriate record of business and decisions 
made. 

10. Identification and assignment of actions to help determine forward plans for the business of 
the membership council, board of directors and associated assurance committees. 

11. Maintain a calendar of prospective business for the board of directors and membership 
council to ensure business is appropriately dealt with within an annual business cycle. 

12. Develop, structure and schedule annual board of directors and membership council 
development programs, adjusting plans as required to respond to emerging development 
needs and the changing external environment. 
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Responsibilities for physical and / or financial resources 
 

1. Accountable for the management of the corporate governance team with the agreed budget, 
taking responsibility for income and expenditure budgets within designated control levels. 

2. Responsible for the effective control and use of departmental resources and ensuring that 
any expenditure incurred represents value for money. 

3. Authorise expenditure in accordance with standing financial instructions and relevant trust 
policies. 

4. Carry out appropriate procurement exercises in line with trust’s policies for the provision of 
the membership database, membership elections and other related corporate governance 
support from external suppliers. 
 

 
Responsibility for policy and service development and implementation 

 
1. Provide independent expert advice and support to the chief executive, chair, board of 

directors, and membership council on all matters relating to statutory and legislative 
compliance and interpretation. 

2. Support the chair and chief executive in ensuring compliance with monitor’s publication The 
NHS Foundation Trust Code of Governance and other best practice in corporate governance. 

3. Provide expert advice to the chair, chief executive, board of directors and associated 
assurance committees, and membership council and constitutional matters, correct and 
proper conduct of business and meetings. Commission and provide briefings for external 
advice were necessary to ensure the efficient and effective resolution of issues. 

4. Assess the governance implications of papers put to the board of directors and membership 
council. 

5. Ensure all registers required by the trust’s constitution or regulated legislation are 
established and maintained, and along with any appropriate reports, make sure they are 
available for public inspection. 

6. Ensure standing orders are in place, acted upon and reviewed as necessary, and with the 
director of finance, ensure standing financial instructions are similarly in place, reviewed and 
acted upon by the board of directors. 

7. Develop and maintain the trust’s annual board assurance framework (BAF), liaising with 
executive director leads on a monthly basis to take account of emerging strategic risks and 
mitigating actions to safeguard the delivery of the trust’s strategic objectives that potentially 
impact the whole organisation; ensure regular reports are provided to the board and its 
associated assurance committees including audit committee; ensure the BAF effectively 
guides the focus of the board, and liaise with the trust’s auditors on the annual review of the 
BAF as it underpins the annual governance statement. 
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8. Work with the director of quality to contribute to the development of systems, controls 
processes and risk management arrangements that comply with internal and external 
governance and best practice requirements. 

9. Develop, maintain and monitor procedures to ensure that the trust is able to comply with the 
requirements of the statutory and regulatory framework and the trust’s constitution, and 
ensure they comply with corporate governance best practice in the NHS. 

10. Regularly monitor the trust’s membership to ensure it represented the diversity of the local 
population and recommend and ensure implementation of strategies to address any short 
comings. 

11. Develop and implement a range of trust wide policies, which are regularly subject to audit, 
and monitor compliance ensuring that any non-compliance is escalated through the 
organisation’s management structure for action as appropriate e.g., declaration of interests, 
gifts and hospitality. 

 
 
Responsibilities for human resources and leadership 

 
1. Responsible for line management of staff within the corporate governance and legal teams 

in accordance with relevant policies and procedures, ensuring that good practice in 
recruitment, appraisal and performance management is maintained. 

2. Monitor levels and standards of performance, staff conduct, standards of behavior and 
absenteeism as appropriate, and ensure that matters are dealt with effectively and in 
accordance with trust policies and procedures. 

3. Manage the development and training of staff and ensure that systems are in place to ensure 
that staff have an annual appraisal and personal development plan, and that relevant 
mandatory training is completed. 

4. Model the trust’s values in all dealings with all staff, colleagues, internal and external 
stakeholders. 

5. Enhance own performance through continuously developing own knowledge, skills and 
behaviours to meet current and future requirements of the job. 

6. Act within acceptable parameters as an employee of the trust, having regard to the 
applicable code of conduct for your role and ensuring own practice is in accordance with 
Trust policies. 

7. Contribute to own personal development by participation in an annual appraisal with your line 
manager, developing a personal development plan and actively participating in agreed 
learning activities. 

8. Regularly review own practices and make changes in accordance with current and / or best 
practice, making suggestions to improve practice and identifying where other activities may 
affect own practice. 

9. Achieve and demonstrate agreed standards of personal and professional development within 
agreed timescales. 

 
 
Responsibilities for teaching and training 

 
1. Provide expert advice to the chair, chief executive, board of directors and associated 

assurance committees, and membership council and constitutional matters, correct and 
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proper conduct of business and meetings. Commission and provide briefings for external 
advice were necessary to ensure the efficient and effective resolution of issues. 

2. Ensure governors have the skills and knowledge to deliver they responsibilities, including 
developing and maintaining a robust induction program for new governors and an annual 
training and development program for all governors. 

3. Develop and maintain effective arrangements for the induction of non-executive directors, 
including provide written and verbal advice and support, and training sessions regarding the 
discharge of their duties. 

 

 
Responsibilities for data and information resources 
 

1. Ensure all registers required by the trust’s constitution or regulated legislation are 
established and maintained, and along with any appropriate reports, make sure they are 
available for public inspection. 

2. Ensure an accurate members’ database is maintained, including the public register, in liaison 
with an external database provider. 

3. In ensuring the provision of an effective secretariat service, appropriately manage and update 
Ibabs to support information flows between the board and its assurance committees. 

 
 
Research, development and audit 

 
1. Keep up to date with the latest best practice, national guidance and legislation in relation to 

corporate governance in order to provide independent expert advice and support to the chief 
executive, chair, board of directors and membership council on all matters relating to 
statutory and legislative compliance and interpretation. 

2. Keep up to date with the latest reiterations of The NHS Foundation Trust Code of Governance 
and regulatory framework as it applies to the organisation to provide expert advice. 

3. Keep up to date with the reiterations of the NHS Foundation Trust model constitution to 
ensure that the trust’s constitution is updated in line with the national model. 

 
 

 
General duties 
 
To always comply with the requirements of the Health & Safety regulations under the Health & 
Safety at Work Act (1974) and to take responsibility for the health and safety and welfare of others 
in the working environment ensuring that agreed safety procedures are carried out to maintain a 
safe environment. 

 
1. To comply at all times with the trust’s information governance policy. The policy sets out the 

accountability and reporting arrangements for information governance in the trust and how 
assurance is provided that the trust continues to meet at least the minimum standards of 
information governance compliance required by the NHS information governance toolkit. 

 
2. Disclosure and Barring Service (DBS) (formerly CRB) checks are now a mandatory part of 

the NHS six recruitment check standards for all staff whom, in the course of their normal 
duties, may have regular access to patients and children and/or vulnerable adults. Moorfields 
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Eye Hospital NHS Foundation Trust aims to promote equality of opportunity for all with the 
right mix of talent, skills, and potential. Criminal records will be considered for recruitment 
purposes only when the conviction is relevant, and an unspent conviction will not necessarily 
bar applicants from being considered for employment. Moorfields Eye Hospital is exempt 
under the Rehabilitation of Offenders Act which outlines that convictions never become ’spent’ 
for work which involves access to patients. Failure to disclose any ’unspent‘ convictions may 
result in the offer of employment being withdrawn or if appointed could lead to dismissal. The 
Disclosure Barring Service (DBS) has published a code of practice for organisations 
undertaking DBS checks and the trust has developed its own DBS policy in line with the 
guidance 

 
3. The trust has adopted a security policy to help protect patients, visitors and staff and to 

safeguard their property. All employees have a responsibility to ensure that those persons 
using the trust and its service are as secure as possible. 

 
4. It is the responsibility of all trust employees to fully comply with the safeguarding policies and 

procedures of the trust. As a Moorfields employee you must ensure that you understand your 
role in protecting adults and children that may be at risk of abuse. Individuals must ensure 
compliance with their safeguarding training. 

 
5. The trust is committed to a policy of equal opportunities. A copy of our policy is available from 

the human resources department. 
 

6. The trust operates a no-smoking policy. 
 

7. You should familiarise yourself with the requirements of the trust’s policies in respect of the 
Freedom of Information Act and comply with those requirements accordingly. 

 
8. The role description gives a general outline of the duties of the post and is not intended to be 

an inflexible or finite list of tasks. It may be varied, from time to time, after consultation with 
the post holder. 

 
9. All appointments within the National Health Service are subject to pre-employment health 

screening. 
 

10. It is the responsibility of all employees to ensure that they comply with the trust infection 
control practises, as outlined in the Health Act 2008 and staff must be familiar with the policies 
in the trust’s infection control manual, this includes the ’bare below the elbow policy.’ 
Employees must ensure compliance with their annual infection control training. 

 
11. You are responsible for ensuring that all equipment used by patients is clean/decontaminated 

as instructed by manufacturers and in line with the infection control/guidelines protocol and 
policy. 
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12. Any other duties as designated by your manager, and which are commensurate with the 
grade. 

 
Please note: The role description reflects the current position and may change emphasis or detail 
in the light of subsequent developments, in consultation with the post holder. 

 
 

Person specification – company secretary 
 
 

Requirements Essential 

(E) / 

Desirable 

(D) 

Assessment Method- 

Application Form (AF) / 
Assessment Centre (AC) / 
Interview (I) / References (R) 

Education & qualifications 
• Educated to degree level in relevant specialism 
• Evidence of further professional development at 

postgraduate e.g. The Chartered Governance 
Institute’s Governance Qualifying Programme 

• Relevant professional registration or sufficient 
experience to apply for registration e.g. Associate 
of The Chartered Governance Institute. 

 
E 

E 

E 

 
AF 

AF 

AF 

Experience 

• Experience corporate governance 
professional with excellent track records of 
delivering NHS corporate governance/affairs 
support 

• Experience of providing corporate 
governance / affairs advice and support 

• Experience of leading and managing 
corporate governance/affairs teams 

• Experience of working in a political or highly 
regulated environment 

• Line management experience, including 
work allocation and appraisals 

• Experience of establishing NHS corporate 
governance/affairs systems, processes, and 
policies 

 
E 

 
 
 
E 

 

E 

E 

 
E 

 

E 

 
AF/I 

 
 
 
AF/I 

 

AF/I 

AF/I 

 
AF/I 

 

AF/I 
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• Experience of planning and maintain 
effective membership engagement within an 
NHS foundation trust 

• Experience of supporting the induction and 
development needs of governors and Non- 
Executive Directors 

 
E 

 

D 

 
AF/I 

 

AF/I 

Knowledge of: 

• NHS corporate governance & related 
legislation, including regulatory framework 
and model constitution 

• NHS corporate governance good practice 

• Board Assurance Framework as a key 
governance tool 

• NHS risk management and mitigations 

• Membership database management and 
membership reporting requirements 

• Governor election requirements 

 
E 

 

E 

E 

E 

E 

E 

 
AF/I 

AF/I 

AF/I 

I 

I 

I 

I 

Skills & abilities 
 

• Excellent written and verbal communication 
skills 

• Ability to author, develop, consult, interpret, 
review, analyse and amend complex 
information 

• A dynamic and innovative strategic thinker 
able to operate effectively at a senior level 

• Ability to develop effective corporate 
governance/affairs plans and strategies 

• Highly developed interpersonal 
communication and negotiation skills 

• Ability to process complex information and 
present succinct messages to target 
audiences 

• Ability to influence or persuade internal and 
external stakeholders 

• Excellent organisational skills and abilities to 
prioritise own and team workloads to meet 
changing demands 

• Ability to work to tight and changing 
deadlines 

• Ability to work unsupervised, on own 
initiative to meet challenging deadlines 

 
 

E 

E 

 
E 

 

E 

E 

 
E 

E 

E 

E 

 
E 

 

E 

 
 

AF/I 

AF/I/T 

I 

AF/I 

I 

 
AF/I 

AF/I 

AF/I/T 

AFI 

AF/I 

A/FI 
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• Ability to show tact, diplomacy and 
discretion in dealing with and relaying 
sensitive information 

• Ability to maintain high standards of 
confidentiality 

• Ability to build effective relationships with a 
wide range of people at different levels, 
internally and externally 

• Advanced ICT skills and proficient user of 
Microsoft Office applications 

E 

E 

 
E 

E 

A/FI 
 

AF/I 

AF/I 

 
AF/I/T 

 

Means of assessment include application form (AF), Interview (I), Test (T), Presentation 


