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Person Specification for Governance Professional

The person specification outlines the desired experience, abilities and skills you will need to carry out the Trust Governance Professional Job Description.
Shortlisting decisions will be based on how well you mee the requirements of the person specification.

You should mention any experience you have had which shows how you could meet these requirements with your application.

If you are selected for interview you may be asked to undertake practical assessment to cover the skills and abilities shown below.
Experience:
· A minimum of 5 GCSEs or equivalent at grade 4 or above including English and Maths.
· Recognised qualification in clerking, governance, or administration and/or relevant experience in a clerking or governance role.
· Full computer literacy with Office 365 including Microsoft Teams or equivalent to organise and coordinate meetings.
· Relevant experience of governance with multi-academy trust
· Experience of third-party governance resources.
· Relevant experience of organising and attending meetings (face to face and virtually) with active participation, minute taking and completion of follow up work.
· Proficient at working both as part of a team and on own initiative delivering positive outcomes
· Experience of working in a regulated sector/Trust.
.
Skills and Competencies:
· Literacy, numeracy and IT
· Written and verbal communication
· Minute taking
· Planning and organisational
· People and relationship building
· Advisory skills (recommending a course of action)
· Risk aware/able to articulate risk in the context
· Problem solving
· Time management to meet deadlines and competing demands

Personal Qualities:
· High level of integrity and professionalism.
· Respect for confidentiality
· Confidence and resilience (to challenge when necessary)
· Reliable and trustworthy with a strong sense of responsibility.
· Flexible and adaptable to changing priorities and workloads.
· Commitment to continuous professional development.
· Positive attitude and willingness to support the wider goals of the Trust.
· Collaborative mindset, valuing teamwork and collective success.
Safeguarding:
· Willingness to undergo all necessary safeguarding checks, including an enhanced DBS check.
· [image: ]Awareness of the importance of confidentiality and appropriate boundaries in a school environment.
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