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Job description
Post:

Clerk to the Local Governing Bodies
Grade:          TBC

Provide administrative support to the Local Governing Bodies (LGBs) within the MAT and advising on procedural and legislative matters to ensure the LGB works to the legal framework.

Key responsibilities:
· Provide advice to LGBs and its committees, on governance legislation and procedural matters
· Provide effective administration of meetings including drafting of professional, clear and concise minutes
· Ensure the governing body is properly constituted
Duties and responsibilities
.

1. Inform the LGB of any changes to its responsibilities as a result of change in relevant legislation
2. Offer advice on best practice in governance, including on committee structures and self-evaluation

3. Ensure that statutory policies are in place and are revised when necessary, with the assistance of staff
4. Advise on the annual calendar of LGB meetings and tasks

5. Ensure meetings are quorate
6. Record the attendance of LGB members at meetings (and any apologies – whether they have been accepted or not), and take appropriate action in relation to absences. 
7. Draft minutes of LGB meetings, indicating who is responsible for any agreed action with timescales, and send drafts to the CEO
8. Use the GovernorHub software as necessary

9. Assist Trust staff in management of LGB membership and support process for elections, appointments and resignations of LGB members 

10. Participate in, and contribute to the training of LGB members in areas appropriate to the clerking role

11. Maintain a file of relevant Department for Education (DfE) and local authority guidance documents

12. Assist with annual skills audits and advise on training requirements and the criteria for appointing new LGB members relevant to vacancies

13. Prepare briefing papers for the LGB as necessary

14. Undertake appropriate and regular training and development to maintain knowledge and improve practice.

15. Keep up to date with current educational developments and legislation affecting school governance
16. Undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities of the post

Greater Nottingham Education Trust
Clerk to the Local Governing Bodies
Person Specification
	
	Essential


	Desirable

	Knowledge and Experience

(relevant work and other experience)


	· Working within a regulatory environment/framework
· Overseeing, monitoring and reviewing the information governance arrangements for a large organisation, with evidence of performance and delivery

· Identifying and understanding risk

· Designing effective, meaningful policies, guidelines and training
· IT literate with Excel and Word
· Excellent written and oral communication skills
· An understanding of the education sector and the associated data issues


	· Attended the National Training Programme for Clerks or its equivalent


	Personal qualities
	· Methodical and systematic with accurate record keeping

· Ability to work under pressure and unsupervised
· Ability to be proactive and think ahead

· High level of interpersonal skills with the ability to relate well to and communicate with all stakeholders
· Understanding of the need for safeguarding children
· Excellent attendance record
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