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	Job Title:
	 Governance Executive

	Reporting to:
	Registrar & Governance Director

	Contract type:
	Permanent  

	Location:
	RDS

	Closing Date:
	14th May



About the RDS

The Royal Dublin Society (RDS) is a social impact organisation founded nearly 300 years ago. We inspire and empower positive change across science and technology, culture enterprise, agriculture and equestrianism. We achieve this by delivering programmes, bursaries and activities on an all-island basis. Shaped by our members, donors and partners, the RDS is powered by a team of over 100 employees working in partnership with our suppliers.

Our 42-acre multi-purpose venue in Dublin is unique in Ireland delivering memorable experiences across sporting, hospitality, live entertainment and exhibitions for everyone within our community. We have ignited passion for generations and welcome over 2 million visitors annually. As Ireland’s oldest non-profit organisation, we reinvest our commercial returns so everyone who visits us, uses our space or partners with us helps to inspire and empower a better Ireland. 

About the Role

The Governance and Events Executive will report directly to the Registrar and Governance Director. They will assist the Registrar with the effective coordination of governance activity across the RDS, including managing Council, Board and Committee meetings and workflow. The Governance and Events Executive will also provide advice and support on governance matters, maintain accurate records and manage the delivery of events within the Registrar’s function. The role would suit someone who likes a mixture of structured work with the opportunity to conduct projects and events under the Registrar’s supervision and proactively tackle tasks which arise.

Key Responsibilities

Secretariat and support to the various Society Councils, Committees and working groups as advised by the Registrar and Governance Director, to include: 

· Trustee Council
· Advisory Council
· Finance Committee
· Audit & Risk Committee 
· Campus Development Working Group
· Nominations Committee
· Equestrian Sports Club.
· Honorary Life membership
· Finance Committee
· DHS Profitability working Group 

Duties to include:

· Setting up meetings on Decision time, booking and preparing meeting rooms (virtual/internal/external) and arranging refreshments as required.
· Meeting attendance and minute taking followed by timely circulation (once approved by the Registrar) to relevant parties. 
· Logging and following up any action points that may arise.
· Assisting the Registrar in supporting the President and Officers of the Society, including the administration of elections and Voluntary officer appointments, maintenance of skill audit records and completing inductions.
· Ensure Council members and other voluntary officers return declaration of interest, code of conduct and confidentiality forms. Maintain a register of completed forms.
· Assisting with the management of the annual calendar of Board and committee meetings.
· Drafting letters and documents on behalf of the President.
· Manage the organisation and delivery of the Honorary Life Membership ceremony and associated nominations process. 
· Manage the organisation of annual dinners and lunches for the Trustee Council including events during the Dublin Horse Show. 
· Providing a full and confidential administrative service, contributing to the effective running of the Society’s governance.
· Assisting the Registrar to arrange the Annual General Meetings. 
· Organising the updating of Marble plaques. 
· Organising President’s Portrait. 
· Maintain stock of voluntary officer badges and distributing as required.
· Act as the Society super-user for the Decision Time platform and manage the relationship with the vendor, following up any issues notified by users.
· Draft and keep up to date a Decision Time process document for Administrators, organisers and attendees. 
· Maintain voluntary officer user access in line with current roles. 
· Manage projects related to Governance as delegated by the Registrar.
· Any other duties as directed by the Registrar and Governance Director. 






Person Specification

Experience: 
· Chartered Governance Institute (formerly ICSA) qualified/part-qualified or equivalent (desirable). 
· Governance administration and managing governance compliance processes (charitable experience preferred). 
· Strong and accurate minute taking skills.
· Planning and delivering meetings and events involving trustees and/or senior individuals. 
· Preparing board packs and other governance documents. 
· Use of electronic board or meeting portals (desirable).
· Providing high quality customer service to a diverse range of stakeholders.
· Handling confidential and sensitive information. 

Personal attributes 
· Professionalism, self-motivation and flexibility in approach to the organisation’s requirements; 
· Excellent planning, organisational, communication (written and oral) and administration skills; 
·  Good attention to detail; 
·  Problem solving skills, capable of using own initiative when required; 
· Proficient knowledge of the Office Suite, particularly Outlook, Word and Excel; knowledge of CRM systems would be advantageous but not essential; 
· Ability to plan and prioritise own workload, taking into account various time constraints and pressures; 
· Ability to work conscientiously with minimum supervision; 
· Confidence in communicating appropriately with contacts at all levels with tact and diplomacy; 
· Respecting the need for confidentiality within all aspects of the role;

Application Process and Closing Date

If you are interested in applying for this position, please email your CV and Cover Letter to sandra.oneill@rds.ie with the subject line “Governance Executive Application”. Please note that the closing date for applications is the close of business 14th May 2026. Any applications received after this date will not be considered.
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