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Person Specification:
Clerk to the Governing Body and Trustees

	
Factors
	Essential
	Desirable
	Assessment Method

	Qualifications
	· Educated to a good standard

	
	Application form



	Training
	· Demonstrate a willingness to attend appropriate training and development
	
	Application form

Interview

	Experience
	· Working as part of a team
· Working in an environment requiring initiative and self-motivation

· Experience of clerking committees, including preparation of agendas, taking minutes and advising committee members on relevant legislation and procedures

· Significant experience in an educational setting with detailed knowledge of school procedures

	· Previous experience of clerking a school governing body
	Application form 

Interview

	Knowledge and Skills
	· Excellent listening, oral and literacy skills

· Competent in the use of ICT

· Ability to work as part of a cohesive team and on own initiative
· Ability to manage own time efficiently and work to deadlines
· Ability to prepare agendas and take minutes of meetings
· Ability to work in a way that promotes the safety and wellbeing of children and young people
	· Knowledge of governing body procedures.

· Knowledge of educational legislation, guidance and legal requirements.
	Interview

References

	Sexey’s Values and Ethos


	· Possess a positive and sympathetic philosophy towards working in a Church of England boarding school.

· Value the contribution that each individual brings to the school community.

· Respect and value diversity and promote equality

· Promote and model mutual respect


	
	Interview

	Personal Qualities
	· Cheerful outlook

· Positive, can-do attitude

· Flexible approach in relation to work
· Ability to remain impartial

· Ability to work confidentially and with discretion
	
	Interview

References
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