
Risk Assessment Specialist
Role
Supporting Humanity is a volunteer-led charity dedicated to mental health awareness, providing vital services and initiatives in East London and beyond. As the charity grows in scale, impact, and reach, maintaining a safe, well-governed organisation is essential to sustaining public trust, protecting our volunteers and beneficiaries, and fulfilling our obligations to the Charity Commission and other regulators.
The Risk Assessment Specialist will play a central operational role within the Governance, Risk and Compliance (GRC) function, working closely with the Governance Lead to build, embed, and continuously improve a proportionate risk management framework across the charity. This role will ensure that risks to people, data, reputation, finances, and service delivery are identified early, assessed consistently, and mitigated in a way that is practical and proportionate to a growing volunteer-led organisation. This is an excellent opportunity for a detail-oriented, pragmatic individual with experience in risk management, governance, or compliance who wants to make a meaningful contribution to a growing community organisation.
Reporting line
Reports to: Governance Lead
Key responsibilities
Risk framework design & maintenance
1. Design, implement, and continuously improve a clear, user-friendly risk management framework suited to a growing volunteer-led charity, ensuring it is proportionate, practical, and accessible to non-specialist volunteers.
1. Develop and maintain standardised risk assessment templates covering event risks, operational and programme risks, safeguarding risks, financial and funding risks, data and privacy risks, and third-party and partnership risks.
1. Own and maintain the central Risk Register, ensuring it is kept current at all times with clearly named risk owners, agreed mitigation actions, target dates, and escalation thresholds accurately recorded and reviewed on a quarterly basis.
1. Establish and maintain an incident and near-miss log, ensuring all incidents are recorded promptly and that the log is used to drive organisational learning and risk register updates.
1. Lead the annual end-to-end risk review process, producing a structured review report for the Governance Lead and Trustees to inform the Charity Commission Annual Return and support Trustee risk appetite discussions.
1. Support the maintenance of the GRC Management Framework and associated policies, coordinating document version control, formatting, and storage in the charity's SharePoint policy library.
Department support & risk culture
1. Act as a trusted, approachable risk adviser to department leads and volunteers across services, fundraising, communications, and operations, providing clear and proportionate guidance rather than blocking activity.
1. Review risk assessments for all new programmes, events, fundraising activities, and partnerships before they go live, ensuring that risks are identified, assessed, and mitigated to an appropriate standard.
1. Guide teams to identify practical, realistic mitigation controls that fit their capacity as volunteers, helping them define proportionate actions and avoid overly complex or bureaucratic responses.
1. Support post-event and post-project reviews to systematically capture lessons learned, update the risk register and relevant templates, and ensure that improvements are tracked through to implementation.
1. Deliver short, accessible risk awareness briefings and guidance notes for volunteers and department leads as needed, building risk literacy and a proactive risk culture across the organisation.

Monitoring & reporting
1. Actively track the status of all mitigation actions across the Risk Register, following up with named risk owners, escalating overdue or deteriorating risks promptly to the Governance Lead.
1. Produce concise, decision-focused monthly and quarterly risk update reports for the Governance Lead, senior leadership, and Trustees, covering the top risks and their current status, trend changes, emerging risks, and specific decisions required.
1. Monitor the external environment on an ongoing basis for emerging risks relevant to the charity, including changes to Charity Commission guidance, shifts in mental health funding, data protection obligations, reputational risks, and volunteer capacity pressures.
1. Track KPI performance against the risk management targets set within the GRC Management Framework and produce accurate KPI summaries for quarterly Trustee reporting.
1. Support the Governance Lead in preparing risk-related materials for Trustee Board meetings, including risk appetite statements, top risk summaries, and risk trend analysis.
Compliance monitoring & incident support
1. Support the Governance Lead in triaging risk and compliance incidents, gathering initial facts, categorising incidents using the charity's incident framework, and tracking actions through to closure.
1. Maintain accurate and up-to-date incident and near-miss records, ensuring all incidents are logged within 24 hours of detection and that closure documentation is complete and accessible.
1. Assist with the preparation of post-incident lessons learned summaries and track the implementation of recommended improvements through the risk register.
1. Support departmental spot checks and thematic risk reviews by coordinating schedules, gathering documentary evidence, and compiling findings for the Governance Lead.
Policy & procedure administration
1. Coordinate the review cycle for all GRC-related risk policies and procedures, ensuring that review dates are tracked, review processes are initiated on time, and updated documents are correctly version-controlled and stored in SharePoint.
1. Assist with drafting and formatting risk policies, procedures, and guidance documents under the direction of the Governance Lead, ensuring documents are written in plain English and are accessible to non-specialist volunteers.
1. Prepare short risk guidance notes, practical tip sheets, and briefing documents for volunteers and department leads on key topics such as event risk management, incident reporting, safeguarding risk, and data handling.
1. Support the maintenance of third-party risk records and supplier due diligence documentation, flagging agreements due for renewal and assisting with the coordination of reviews.
Skills and experience
Essential
1. Experience running or meaningfully contributing to risk assessments or risk registers in any sector — charity, public sector, financial services, health, or corporate.
1. Ability to translate complex risk concepts into clear, jargon-free language and practical actions that non-specialist volunteers can understand and act on confidently.
1. Excellent organisational skills with a systematic approach — comfortable managing a live risk register, tracking multiple actions simultaneously, and maintaining version control across documents.
1. Sound professional judgement — the ability to calibrate risk proportionately and pragmatically, avoiding excessive caution or overly complex controls.
1. Strong written communication skills, with the ability to produce clear, well-structured reports, guidance documents, and risk summaries for a range of audiences.
1. Confident user of Microsoft 365 tools, particularly Excel or Google Sheets for risk logs and tracking, and SharePoint or Microsoft Teams for document management and collaboration.
1. A collaborative, proactive approach and genuine commitment to the values and mission of Supporting Humanity Charity.

Desirable
1. Understanding of charity governance, Charity Commission guidance, and Trustee responsibilities in relation to risk management.
1. Familiarity with established risk frameworks such as RCSA (Risk and Control Self-Assessment), operational risk management, safeguarding risk assessment, or project risk management.
1. Experience producing risk reports, risk appetite statements, or management information for senior stakeholders, Boards, or audit committees.
1. Experience working with or within the voluntary, community, or social enterprise (VCSE) sector, or in a charity, health, mental health, or community-based organisation.
1. Awareness of the specific risks facing mental health charities, including safeguarding, data privacy (UK GDPR), funding dependency, reputational risk, and volunteer capacity management. Any relevant training or certification in risk management, compliance, or charity governance is helpful but not required.
Time commitment & location
1. Hybrid: mainly remote with occasional meetings in person (Ilford, IG6).
1. 3–6 hours per week on average, flexible around your schedule.
What you'll gain
1. A meaningful leadership role at the heart of the charity's governance and risk function, with real, visible impact on how the organisation operates and keeps its people safe.
1. Hands-on experience across risk management disciplines including framework design, risk assessment, incident management, monitoring and reporting, and Trustee-level risk communication.
1. The opportunity to develop professionally within a growing, community-centred charity committed to mental health awareness and wellbeing in East London and beyond.
1. A supportive, values-driven team and a detailed, personalised reference for future career development in risk management, governance, compliance, or the charity sector.
