Blair Peach Primary School

 Person Specification for 

 Clerk to the Governing Body


PERSON SPECIFICATION

Job Title:

Clerk to the Governing Body of Blair Peach Primary School

Scale:


Scale 7

Responsible to:
Chair of the Governing Body

Hours:
To work at times convenient to the governing body including evening work

__________________________________________________________________

ESSENTIAL REQUIREMENTS
Education
Minimum of 2 years experience of working in an administrative capacity at NVQ Level 2 or equivalent

Knowledge, Skills, Abilities and Qualities

1. Ability to take accurate minutes at the meetings

2. Experience of organising meetings and preparing agendas and any additional paperwork required.

3. Ability to use word processor to type and prepare correspondence and to be familiar with a range of software packages, in order to establish and maintain database records.

4.  Ability to adhere to deadlines and have excellent time management skills

5. Have good verbal and written skills.  

6. Ability to liaise with senior leaders and develop effective working relationships including being an effective team member.

7. Excellent listening skills and communication skills

8. To be able to maintain accurate records and filing as appropriate and retrieve and disseminate information to parties as required

9. Be able to maintain confidentiality at all times

10.  Must be able to work flexibly

11.  Have either a knowledge of school governors issues or be able to   demonstrate the ability to understand information on governing body powers, duties, procedures and constitution in order to provide advice to the chair of governors and the headteacher.

12. Confidence to provide advice from knowledge gained, to governing   body, chair of governors and headteachers on constitutional and procedural matters, duties and powers 

13.  Experience of working in a school environment would be an advantage.

14. The postholder may be required to have an enhanced CRB check, if necessary

15. A willingness to attend any appropriate training and development such as clerks networking    and training opportunities.

