
 

Corporate Affairs Associate – job specification 

 

Title: Corporate Affairs Associate  

Reports to: Communications Manager  

Salary range: starts at £32k (dependent on experience) 

 

The role  

The Corporate Affairs Associate is a central member of the LSB team. Flexible, 
confident and proactive, with strong inter-personal skills, you will make a high quality 
contribution to a varied range of communications and corporate initiatives, which will 
require you to build strong working relationships inside and outside the LSB.  

You will need to develop and maintain close and constructive working relationships 
with the (interim) Chair and Chief Executive as one of your main responsibilities will 
be to provide comprehensive briefing support for their engagement with stakeholders 
across the entirety of the LSB’s regulatory remit.  

 

Main responsibilities 

Working closely with the Communications Manager and Corporate Governance 
Manager your role will include elements of the following: 

 

Private office  

 Helping to ensure that the (interim) Chair and Chief Executive have suitable 
medium and long term forward engagement strategies in place so that their time 
and working relationships are managed effectively. 

 Ensuring the timely commissioning and drafting of briefings and correspondence. 
This includes undertaking any necessary research to inform them and keeping a 
library of briefing material that can be reused and updated as required with a view 
to calling on colleagues’ time only where absolutely necessary. You may also be 
asked to prepare speeches, presentations and reports. 

 Supporting Board Members in their external engagement activities. 

 Working closely with the Executive Assistant to manage the effective and efficient 
administration of the office of the (interim) Chair and Chief Executive, including 
quickly identifying where matters can be delegated, escalated, and how they 
should be prioritised and tracked. 

 

  



Communications 

 Contributing to the delivery of the LSB’s communications strategy including: 

 monitoring and reporting on relevant international developments, making 
necessary contacts and undertaking research as necessary 

 drafting or commissioning a wide variety of materials from colleagues 
including newsletters, articles and web content 

 contributing to keeping the website updated and the development of the LSB’s 
social media footprint  

 building a social media (Twitter, LinkedIn, blogs, etc) and stakeholder (media 
releases, speeches, etc) monitoring function to complement and contribute to 
the daily news round up 

 assisting with the preparation and delivery of stakeholder meetings outside of 
London and any events that are undertaken 

 Monitoring and reporting to colleagues on new developments emerging from 
regulators, representative bodies and other stakeholder organisations, and 
building engagement. 

 Oversee the organisation’s approach to dealing with general enquires, including 
being a point of escalation for difficult enquiries and ensuring that the intelligence 
it reveals is shared appropriately. 

 

Corporate support 

 Deputise for the Corporate Governance Manager when necessary to include 
preparation of agenda and papers, attending and minuting a variety of meetings, 
following up agreed actions and ensuring they are actioned.  

 Supporting the Corporate Director and Corporate Governance Manager in the 
development of corporate policies and procedures including leading on the 
organisation’s statutory responsibilities under Welsh Language legislation. 

 To lead or contribute to organisation-development initiatives and other ad hoc 
projects as required.  

 

Person specification  

 First-class oral and written communication skills with close attention to detail, the 
ability to understand and research data and information, and to write high quality, 
engaging and accessible content of all kinds. In particular, good experience of 
preparing briefings and correspondence is highly desirable.  

 Confident working independently, able to get to grips with new areas of work 
enthusiastically and on own initiative and to prioritise competing and complex 
demands  

 Experience of developing and maintaining constructive and flexible working 
relationships internally and externally.  

 A personal style that enables relationships of confidence and trust to be built 
quickly with the most senior colleagues and stakeholders. 



 Strong understanding of the need for discretion in handling sensitive information 
and the judgement to know what can/must be shared and with whom, and what 
should not. 

 Strong IT skills, including Microsoft Word, Excel, PowerPoint and Outlook and 
familiarity with using social media in a professional context. 

 Desirable : 
o Some experience of supporting a corporate office and/or committees  
o Some knowledge of legal services or regulation 
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