Person Specification – Clerk to Governors

[bookmark: _GoBack]Service Grouping / Area: Education		
Authority: West Berkshire Council
Diocese:   Catholic Diocese of Portsmouth
Employer: The Governing Body of St Paul’s Catholic Primary School, Reading

	Key Criteria
	Essential
	Desirable

	Qualifications And Training
	NVQ Level 2/3 or equivalent e.g. “O” and/or “A” levels.

English GCSE grade C or above (or equivalent).
	Business or secretarial qualification

Educated to “A” level standard or above

	Competence Summary
(Knowledge, abilities, skills,
experience)

	Able to demonstrate ability to write agendas and accurate concise minutes.

Excellent written English.

Ability to maintain efficient record keeping systems.

Good word-processing and emailing skills.

Ability to interrogate internet.

	Experience of writing agendas and accurate concise minutes.

Knowledge of school governing body legislation and procedures and the particular requirements of a Catholic school.

A good understanding of the management processes in a school.

Ability to develop and maintain contacts with
outside agencies e.g. LA, church authorities, DfE.

	Work-related Personal
Requirements

	Good communication skills.

Good interpersonal skills.

Good organisational skills.

Confidentiality, tact and diplomacy.

Ability to remain impartial.
	Openness to learning and change.

Positive attitude to personal development and
Training.

Sympathetic to the Catholic identity and ethos of the school.

	Other Work Requirements
	Ability to work flexible hours including evening
Work.

Able to travel to meetings.
	Able to work from home e.g. when drafting minutes.



