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WOKINGHAM BOROUGH COUNCIL

JOB DESCRIPTION

	Job Title: 
	Clerk to Governors 
	Job Ref:
	SCH 109

	School:
	Whiteknights Primary School
	Salary:
	£18,870-£20,541 FTE

£1,761-£1,916 pa Prorated
Hourly rate £9.78-£10.65

	Reports To:
	School Business Manager
	
	

	Grade:
	4, Spinal Points 18-21
	
	 £XXXX to XXXX per annum 

	Employment Status: 

Permanent
	

	Hours of Work: 

180 hours per year.

Will require attendance at meetings held in the evenings and some during the school day.

	Job Purpose
To provide efficient, effective and confidential, administrative support to the governing body in the performance of its statutory obligations. Advising the governing body on constitutional matters, duties and powers and will work within the broad current legislative framework ensuring the continuity of governing body business.  

	Departmental/Team Purpose: 

The purpose of the school is to meet the educational needs of children and young people within the local community.


	Organisation Chart: 




	Scope
	

	
	

	Financial Accountabilities
	NONE

	Budgets directly controlled (please state if this has been delegated to the post-holder)
	

	Budgets monitored on day-to-day basis:

	

	
	

	Staff Responsibilities
	NONE

	Number of employees managed/supervised:
	

	Number of FTE (Full Time Equivalents) employees managed/supervised:
	

	
	

	Management of Physical Assets
	NONE

	Nature of physical assets directly controlled, (e.g. children’s home):
	

	Details of service contracts managed:
	

	
	


	Summary of Main Contacts.

· Governors;
· Headteacher;
· LA;
· School Staff.


	Safeguarding statement

We take our safeguarding responsibilities very seriously, and we work hard to make sure our school has effective safeguarding systems in place. We expect everyone working in the school to share a common objective to help keep children and young people safe by contributing to: 

· providing a safe environment for children and young people to learn in;
· identifying children and young people who are likely to suffer significant harm and taking appropriate action with the aim of making sure they are kept safe both at home and in the education setting.




SCH 109


	Main Tasks/Accountabilities 



	1. Provide a full range of administrative support, for the chair, governing body, governor committees and the Headteacher (if applicable). This support will include dealing with confidential issues.

	2. Act as the first point of contact for governors with queries on procedural matters (support will be provided).

	3. Create a structure and plan for the annual cycle of meetings and agenda items, including a schedule of staff presentations to the governing body.

	4. Develop expertise in the Ofsted framework, advising the Governing Body when inspection and policy changes occur (initial training will be provided and clerks will be invited to regular briefings).

	5. Liaise with Headteacher and Chair of relevant committee to prepare the agenda. Liaise with those preparing papers to ensure that they are available on time.  Issue paperwork one week in advance of meetings.  Attend meetings; Ensure meetings are quorate; record minutes within the agreed timescale. Prepare draft minutes; record accurately and objectively with timescales for action. Publish minutes after approval of the Chair/Headteacher and governing body.

	6. Liaise with the ICT technician to ensure that all aspects relating to governors and governance on the website is up to date and in line with statutory requirements.

	7. Maintain a record of governor attendance at meetings.

	8. Ensure that the school’s statutory policy schedule is kept up to date and that policies are renewed as required (Compliance Tracker).

	9. Maintain an archive signed record of the governing body minutes and send approved minutes to the LA when required. Ensure that copies of the minutes and other public documents are available for inspection excluding confidential items as agreed.

	10. Liaise with the Chair prior to the next meeting to receive an update on progress of actions agreed previously by the governing body.

	11. Attend meetings/briefings arranged by the LA, and other training seminars as required.

	12. Administration of the appointment procedure and induction of new governors. Maintain a database of governor’s terms of office to ensure that elections and appointments are carried out correctly and on a timely basis.  Undertake the administrative duties relating to the election of parent, teacher and staff governors following LA guidance.   

	13. Ensure the governor’s annual report conforms to all statutory requirements.

	14. Share awareness of current developments and legislation affecting all areas of the governance of schools and offer advice that is consistent, reliable and authoritative to the Headteacher, Chair and governing body on the wide range of routine and complex issues.

	15. Maintain records of current terms of reference and membership of committee and working parties and nominated governors. 

	16. Ensure that governing body records are maintained and stored in accordance with the school’s document retention policy and latest guidance.

	17. Carry out any other reasonable duties relating to the post as directed by the Chair of Governors and agreed by the postholder.


PERSON SPECIFICATION

Please ensure that you read the person specification carefully as this will be used to assess candidates as part of the shortlist and interview process.

	Knowledge/Qualifications: (including professional body qualifications, NVQs etc and Training ) – What does the postholder need to know in order to be able to carry out the role to the level required.

· NVQ Level 2/3 or equivalent;
· GCSE or equivalent level in English; 

· Knowledge of educational legislation, guidance and legal requirements relevant to the governing body (desirable but not essential, training will be provided);
· Knowledge of the roles, responsibilities and procedures of the governing body, the Headteacher and the LA (desirable but not essential).


	Skills/Abilities: 
· Good general communication skills;
· Excellent, accurate, and concise writing skills;
· Good organisational skills – able to prioritise workload;
· Excellent record keeping, information retrieval and dissemination of governing body data/documentation;
· Tact, diplomacy, confidentiality and sensitivity;
· Ability to use appropriate IT equipment as required by the governing body;
· An ability to speak with confidence and accuracy, using accurate sentence structures and vocabulary.



	Experience: type, level and length.

· Experience of committee working, clerking of committees or serving as a school governor (desirable but not essential).


	Personal Qualities: 

· A flexible approach to work;
· Ability to remain focused and driven under own initiative;

· A sense of responsibility and integrity;
· Positive attitude to personal development and training;
· Openness to learning and change;
· Tact and diplomacy;
· Confidentiality;
· Ability to remain impartial.


	Special Factors: 
· Able to travel to meetings;
· Able to attend evening meetings and training;

· Available to be contacted at mutually agreed times.


Headteacher





Clerk





School Business Manager








