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Bushey Meads School

Job Description – 

Clerk to the Governors & Executive Trust Board, Company Secretary
	Post Title
	Clerk to the Governors & Executive Trust Board, Company Secretary

	Purpose
	· To provide efficient administrative support to the Executive Trust Board and the local governing bodies of BSJT Schools and the committees associated with the schools
· To prepare and distribute agendas / minutes, attending meetings of local governing bodies and the Executive Trust Board dealing with general correspondence and responsibility for maintaining the approved minutes of all meetings and records of attendance at meetings 
· To implement procedures to ensure compliance with Companies Act 2006 and that appropriate action is taken in a timely way

	Reporting to
	Bushey St James Trust Board, Executive Principal

	Liaising with
	Executive Trust Board, members of local governing bodies, Executive Principal / Headteacher / Senior Leadership Team, teaching and associate staff, LA representatives, external agencies, students and parents

	Working Time
	Average of 10 hours per week, term-time only.  Most meetings in evenings, occasional meetings during school day.  Remainder of the role is relatively flexible with some home working.

	Salary/Grade
	APT & C Points 26 - 29 (depending on skills and experience) + Fringe allowance, paid pro-rata for the hours worked

	Disclosure Barring Service
	Enhanced

	MAIN (CORE) DUTIES

	Operational,  Strategic Planning:

	· To clerk all statutory meetings of the Executive Trust Board, local governing body and committee meetings for schools within BSJT

· Take notes at formal meetings and hearings including clerking Governor Complaints Hearings, disciplinary panels for students and staff and producing accurate minutes.  Distribution of minutes and supporting papers of Trust meetings, local governing body meetings and their committees, liaising with the relevant Chair over the minuting of sensitive issues

· Liaise with the Executive Principal/Chair of Trust/Chair of local governing bodies regarding preparation of agenda/supporting papers, ensuring standard items appear on the agenda as appropriate.  E.g. the annual appointment of the Chair and Vice Chair, annual presentation of audited reports etc

· To collate and distribute agendas and associate paperwork in advance of meetings

· Ensure that appropriate information is issued to all Governors within the time scales laid down

· Advise upon the conduct of governor’s meetings in accordance with Education and other statutory regulations

· To undertake appropriate correspondence arising from the decisions taken at Trust/Governor meetings.  To deal with correspondence received in consultation with the Executive Principal/Chair of the Trust/Chair of local governing bodies

· To keep a record of such meetings and correspondence and to follow them up in readiness for a report to subsequent Governors’ meetings, liaising closely with the appropriate Chair and Executive Principal throughout.  Keep a Governors’ attendance record at the Governors meetings

· To ensure that parental complaints are considered by the local governing bodies in accordance with the approved complaints procedure

· Attend Permanent Exclusion Hearings as Clerk, taking notes, writing follow-up letters and minutes

· To carry out identity checks for new governors and maintain a register of interests for governors

· To initiate action for appropriate DBS check to be processed for all governors in accordance with government requirements.  To ensure that the Single Central Record is updated/maintained in relation to governors and Executive Trust Board members

· To be pro-active in recruiting new governors and administer the election process for staff and parent governors

· Manage a timetable of Governor visits to the schools with the Trust

· Organise three governor training sessions each year and manage the Governors’ section of the school website

· Maintain a record of committee memberships and terms of reference

· Manage a yearly timetable of statutory policy review and key agenda items

	Company Secretary

(in addition to above)
	· Provide Executive Trust Board with proposed written resolutions and auditors with any passed resolutions

· Ensure that appropriate people can inspect company records as required

· Supply a copy of the accounts to every member of the Trust who is entitled to receive the information

· Ensure that The Trust files statutory information promptly to Companies House, such as accounts, reports and notice of appointments or changes in the company secretary or directors

· Authenticating (signing) company documentation

· Drafting and presenting a Company Secretary’s report to the Trustees’ meeting

	Other
	· To maintain regular contact with the Executive Principal, Chair of BSJT, Chair of local governing bodies and the Headteacher of Little Reddings Primary School (LRPS).  Attend regular daytime meetings with the Executive Principal, Headteacher of LRPS and Chairs of governing bodies by arrangement

· Work with the Executive Principal, Chair of BSJT, Chairs of local governing bodies to provide effective communication with all governors and the schools within the Trust



	Staff Development:

	· To take part in the school’s staff development programme as appropriate by participating in arrangements for further training and professional development

· To work as a member of a designated team and to contribute positively to effective working relations within the school
· To engage actively in the Performance Appraisal Review process
· To attend relevant in-service training and regular learning support meetings

	Standards and quality assurance:

	· Support the aims and ethos of the school
· Set a good example in terms of dress, punctuality and attendance
· Follow and uphold school policies
· Participate in staff training as appropriate

	Communication:
	· To follow agreed policies for communications in the school
· Attend meetings as required 

· Build effective links and communication between Hertfordshire County Council, other external agencies, governors and parents/carers as required
· To have an awareness of procedures at formal meetings and an ability to advise a chairman on appropriate actions to be adopted for an item on the agenda
· To be aware of in-school procedures and confidential issues and to keep confidences appropriately

	Management of Resources:


	· Responsible for obtaining access to a computer and the internet.  (A school laptop could be provided).  Using school facilities for photocopying agendas etc can be arranged as and when required
· To co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the school and the students


	Other Specific Duties:

	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example

· to promote actively the school’s policies

· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· to attend meetings as determined in the meetings policy and as directed by the Executive Principal
· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	All Associate Staff may be required, from time to time, to work as directed by the Executive Principal to provide cover for administrative functions within the school.  This may include exam invigilation, student supervision and other duties not normally detailed elsewhere within their job description.
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