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JOB DESCRIPTION
NAME:



JOB TITLE:

CLERK TO GOVERNORS
HOURS:
Casual
SALARY SCALE:
NJC Scale D2 (points 4-11)
LOCATION:
Deployed across both school sites.  Work pattern to be negotiated with the Headteacher to meet the needs of the school.

REPORTS TO:
1. The Headteacher, who has overall responsibility for the school and /or their deputies.
RESPONSIBILITIES AND DUTIES:

Under the direction and guidance of the Headteacher, to undertake school clerking duties as listed below.

GENERAL DUTIES/RESPONSIBILITIES FOR ALL SCHOOL STAFF:

Safeguarding and promoting the welfare of children is employee’s responsibility. Everyone at Abbey Court School has a role to play in safeguarding pupils. In order to fulfil this responsibility, all staff should make sure their approach is always child centred. Staff will follow school policy with regard to all safeguarding matters at all times.

1. To carry out school policy as documented and/or as directed by the Headteacher.

2. To present the school in a positive way in the community.

3. To respect the confidential nature of all information acquired in the performance of the job either verbally or in writing.

4. To work in a responsible and safe manner, paying attention to all Health and Safety procedures operating within the school.

5. To assist in the provision of a high quality educational experience for all children.

PRINCIPAL DUTIES AND RESPONSIBILITIES
The clerk will be responsible for advising the Governing Body on constitutional matters, duties and powers and will work within the broad current legislative framework. They will observe confidentiality requirements. They will be responsible for providing the full range of professional clerking and governance services including those set out below. 
Administration

1. Provide effective administrative support to the governing body and its committees including convening meetings, preparation and distribution of agendas, minute taking and circulation of agreed minutes.

2. Ensure that all meetings do not take place unless they are quorate.

3. Ensure the governing body is constituted in accordance with accepted documentation.

4. Manage all governing body information effectively and as appropriate to legal requirements.

5. Advise and support governors on statutory, procedural and governing board matters. 

6, Advise the Governing Body on governance legislation, statutory duties and procedural matters where necessary before, during and after the meeting;
6. Ensure that the distribution of confidential items is handled sensitively and appropriately and in compliance with Data Protection legislation.

7. Maintain a record of signed minutes of meetings in school.

8. Devise and maintain an annual calendar/diary of governing body meetings, events and statutory tasks.

9. Work with the School Business Manager to ensure that Disclosure and Barring Service checks have been carried out on each governor and recorded in the schools Single Central Record.

10. Develop and maintain a policy list and review schedule, and ensure that policies are scheduled for review on meeting agendas in line with any statutory requirements.

11. Undertake an annual skills audit and ensure that any gaps are identified and inform part of any recruitment process.

12. Advise governors and appointing bodies in advance of the expiry of a term of office, to permit timely elections to take place.

13. Ensure that confidential items are securely stored in school with restricted access maintained.

14. Research, share and offer advice on best practice in governance, including on committee structures and self-evaluation.

15. Chair that part of the meeting at which the Chair is elected. 

Record Keeping and Storage

15. Responsible for maintaining a clear database of governing body membership including personal contact details (held in accordance with General Data Protection Regulations GDPR).

16. Maintain a register of governing body pecuniary interests for the school, and ensuring the record of business interests is regularly reviewed and recorded.

17. Work with the School Business Manager to ensure that Disclosure and Barring Service checks have been carried out on each governor and recorded in the schools Single Central Record.

18. Responsible for ensuring Governors are up to date with Keeping Children Safe in Education guidance.

19. Maintain a record of training and development activities undertaken by all members of the governing body.

20. Maintain a record and purpose for all governor visits to school.

21. Maintain records of committee membership and nominated governors.

Website

22. Ensure that declared interest for all governors and associate members is published on the schools website, along with meeting attendance information including advice for the Chair of potential disqualification.

Miscellaneous

23. To participate in training courses as required, and as appropriate to the post and to participate in an annual Performance Review.
24. Support the governing body to be Ofsted ready.
25. To carry out adhoc instruction as directed by the Headteacher.

26. To work in a safe and responsible manner paying attention to all Health & Safety procedures operating within the school.
27. Carry out specific tasks on behalf of the board and as agreed by the Chair of Governors

This job description describes the way the postholder is required to complete and perform the duties set out above.  These duties may be varied from time to time to meet the changing demands of the school at the discretion of the Headteacher and following consultation with you.  This job description does not form part of the Contract of Employment.

Signed . . . . . . . . . . . . .  Date . . . . . . . . .

K JOY

May 2021
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PERSON SPECIFICATION
CLERK TO GOVERNORS
Applications will be short-listed on the basis of the following criteria.  In your application please show with relevant examples, how you meet the requirements detailed.

	A
	EDUCATION, QUALIFICATIONS & TRAINING

· Good general level of education. GCSEs or equivalent in Maths and English
· NVQ 3/BTEC or equivalent in administration

· have already attended or make a commitment to attend the National Training Programme for Clerks or its equivalent

	B
	EXPERIENCE

· Experience in school governance is desirable 

· Previous experience of office work is essential, including minute/note taking

	C
	KNOWLEDGE

· Knowledge of school governing body procedures

· Knowledge of educational legislation, guidance and legal requirements
· Knowledge of Data Protection legislation

	D
	APTITUDE

· Ability to prioritise and manage workload

· Ability to remain calm under pressure

· A effective communicator
· Ability to use initiative and work unsupervised 

	E
	SKILLS

· Ability to work to set deadlines
· Excellent IT skills, including MS Word, MW Excel, email and internet
· Excellent organisational skills, including meetings and co-ordinating people
· Excellent record keeping, information retrieval, research and dissemination of documentation

	F
	PERSONAL CIRCUMSTANCES

· Enthusiasm, self-motivated and flexible

· Has a professional approach and high professional standards

· Well presented with a welcoming, friendly manner
· Be able to maintain confidentiality

· Be able to remain impartial

	G
	EQUAL OPPORTUNITIES

· A commitment to the Council’s Equal Opportunities policies and the ability to understand and implement the policies in relation to the job
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