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JOB DESCRIPTION

	JOB TITLE      
	Governance and Compliance Professional 

	SALARY GRADE          
	
[bookmark: _GoBack]circa £28,000 - £30,000 FTE, (pro rata if part time working) – Salary is negotiable dependent on skills, experience and track record 


	LOCATION 
	
Based at Manchester Communication Academy, Silchester Drive, Harpurhey, Manchester M40 8NT 


	RESPONSIBLE TO
	Executive Principal, Chief Financial Officer and Executive Leadership Team

	WORKING PATTERN  
	
Full-time/ Part time considered (Term Time Only) – 15-37.5 hours per week; Monday to Friday. Hours will mostly be daytime office hours; however, it may be that occasional meetings will be held in the evenings.

We will consider flexible working patterns.




Background
Greater Manchester Academies Trust (‘GMAT’ / ‘the Trust’) is based in north Manchester and is made up Manchester Communication Academy, Manchester Communication Primary Academy, North Manchester Initial Teacher Training and Manchester Communication Research School. 
​
Our ambition is to provide the highest quality education for children and young people in the urban context of Manchester. At GMAT, we believe passionately in the power of an excellent education to transform lives and futures and feel that we can build on our social investment activities, local knowledge, community relationships and strong partnerships to make this happen.

At the heart of our Trust are our five core values: trustworthy; helpful; inspiring; straightforward and heart. These values are central to our mission and in everything we do within our academies and within our local and wider community.

The Governance and Compliance Professional will be a key part of the Trust’s Corporate Shared Services which includes Finance, Governance, Site Management, Safeguarding, HR, ICT, Health & Safety and Web & Media Services.
Role Purpose The Trust views the appointment of the Governance and Compliance Professional as a key appointment and as such, there is an exciting opportunity for the successful candidate to drive their own evolution and development of the role, as the Trust prospers over the coming years. The main objective of the role is to oversee all aspects of governance effectiveness and compliance within the Trust, ensure governance adheres to good practice and meets all statutory and regulatory requirements and provide strategic leadership of services that support governance across the Trust, including effective governance recruitment, induction and training.


Main Duties and Responsibilities 
The Governance and Compliance Professional will be primarily responsible for:

· Supporting the efficient and effective operation of the Trust Board and its Committees;
· Ensuring governance at all levels is carrying out its functions;
· Leading on delivery of the Trust’s Governance Framework and driving improvements to its systems, processes and structures;
· Managing and coordinating the delivery and ongoing improvement of governance support across the Trust.
· Working with the meeting Chairs, Headteachers and other Trust senior leadership colleagues to establish governance work plans and meeting agendas.
· Effectively clerking the meetings of the Members Board, Trust Board, its sub-committees, Trust operational committees, academy permanent exclusion meetings and the academy local governing bodies, admission appeals, including the taking and presenting of succinct meeting minutes and maintaining logs of actions and decisions taken.
· Guiding and advising the Members Board, Trust Board, its sub-committees and the academy local governing bodies on legislative, constitutional and procedural matters.
· Guiding and advising the members Board and Trust Board on compliance with appropriate legal, regulatory and other appropriate frameworks.
· Acting as an executive assistant to the Executive Principal as and when directed.
· Providing wider governance, administrative and other support across the Trust.



Effective Clerking and Administration of Meetings

· Preparing, in liaison with the meeting Chair and other colleagues, a focused agenda for the Members Board, Trust Board, sub-committee meetings, operational committee meetings, academy permanent exclusion meetings, academy local governing body or other meetings.
· Liaising and collaborating with those preparing meeting papers, presentations and appendices, to ensure the items are completed and able to be distributed to the meeting members and participants on time, as required by legislation and/or internal policy.
· Ensuring meetings are quorate or advising the meeting Chairs as soon as is practically possible when they are not quorate.
· Recording and maintaining attendance, apologies, actions and decisions logs of all Trust meetings.
· Advising absent meeting members and participants of the dates of subsequent meetings.
· Recording the attendance of governors at meetings (and any apologies – whether they have been accepted or not), and take appropriate action in relation to absences, including advising absent governors of the date of the next meeting.
· Calling out during meetings any actions or other items requiring attention which may have been initially missed.
· Preparing any initial draft minutes of all meetings, indicating who is responsible for any agreed action(s) with timescales, and send drafts to the Chair and other appropriate colleagues.
· Circulating completed and agreed draft minutes to all meeting members and participants.
· Following up any agreed action points with those responsible and informing the chair of progress.
· Advising meeting chairs, Chief Financial Officer and Executive Principal of any governance issues including any potential disqualifications from office.

Provision of Advice

· Advising the Trust Board and other Trust meetings on its core functions, on DfE/ESFA advice, and on the requirements of the DfE Governance Handbook and the DfE Competency Framework for Governance.
· Leading on the strategy and planning of governance recruitment, induction and CPD;
· Advising the Trust Board and other Trust meetings on governance legislation, constitutional and procedural matters, where necessary before, during and after meetings.
· Obtaining and accessing appropriate legal advice, support and guidance, and where necessary, seeking advice and guidance from third parties on behalf of any of the Trust boards or committees.
· Informing the Trust Board and other Trust meetings of any changes to its responsibilities as a result of a change in academy or multi-academy trust status or changes in the relevant legislation.
· Offer further guidance on best practice in relation to governance scheme of delegation, committee structures, Terms Of References, and regulatory frameworks and handbooks
· Advise on the annual calendar of Trust Board and other meetings, including factoring in how committees may escalate agenda items to other committees.
· Review and maintain statutory, governance and other Trust policies in liaison with relevant Senior Leadership Team colleagues.
· Ensure that new Trustees, Members, governors and committee members have access to all induction materials and other documents, including any Code of Conduct.
· Contribute effectively to the induction of new Trustees, Members, governors and committee members, in particular where there is a new meeting Chair, in liaison with relevant Senior Leadership Team colleagues.
· To maintain a record of training for Trustees and governors as appropriate, and advise of potential academy-related suitable training for Trustees and governors.
· Co-ordinate annual skills audits of Trustees, Members and governors.
· Support with commissioning external governance reviews for the Trust.
· To identify priorities and to anticipate issues which may arise and draws these matters to the attention of the meeting Chair, proposing any suitable recommendations.
· To maintain registers of business, pecuniary and other interests across the Trust.
· Contribute as appropriate to any due diligence regarding organic or acquisitive growth of the Trust.
· To advise the meeting Chairs, Chief Financial Officer, Academy Headteachers and Executive Principal on succession planning.
· To advise the meeting Chairs, Academy Headteachers and Executive Principal on Trustee and committee member recruitment, including equality, diversity and inclusion recruitment practices.
· Ensure that all business is compliant with the General Data Protection Regulation (GDPR).

Policy and Management of Information

· Responsible for ensuring statutory policies are in place, and are reviewed and approved by the relevant governing body on time, by way of managing and maintaining the Trust’s Policy Inventory.
· Ensure that all relevant policies are published correctly throughout the Trust, including on Trust and academy websites and on Get Information About Schools.
· Maintain all governance Terms Of Reference across the Trust.
· Manage the flow of information between committees both in terms of escalation and dissemination.

Business Partnering

· Develop effective, professional and personable working relationships with meeting Chairs, academy Headteachers and other colleagues across the Trust.
· Working collaboratively with other Trust functions and managers and senior leadership teams, ensuring that governance contributes to the execution of operational delivery and strategic objectives.
· Contribute to the coordination of effective learning and development opportunities for those involved in governance, including induction and continuing professional development.
· Maintaining effective communication and liaison with third party stakeholders, such as the local authority.

Training and Personal Development

· Keeping up to date with current educational developments and legislation affecting school governance.
· Undertaking appropriate and regular training to maintain knowledge and improve practice.
· Identify & implement plans for own training and development needs. 

Other Duties

· Support the Executive Principal and other members of the Trust Leadership Team by way of scheduling Executive or similar meetings, liaising with business and meeting guests, and providing some administrative executive support as directed.
· Liaise with the Trust’s HR Team to ensure that all Trustees, Members, governors and Trust committee members have current DBS certificates.
· Liaise with the Chief Financial Officer to perform horizon scanning on potential and actual changes to Academy Trust Handbook, Governance Handbook and other statutory or regulatory guidance, and advise Trustees, governors and senior leadership team members on key changes.
· Any other appropriate or relevant duties as commensurate with the role and as directed by line manager or other senior leadership team members.The Trust is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment. 

This job description sets out the main duties and responsibilities of the post and each individual task may not be identified. The post holder will be expected to undertake such other duties as reasonably correspond with the general character of the post and are commensurate with its level of responsibility.

This job description will be kept under review and may be amended from time to time, following consultation with the post holder, to reflect changing organisational needs.

Where the post holder discloses that they have a disability, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.



Probation Period
Post holders who are new to the Trust will be subject to a probation period of 6 months. The probation period provides a structured framework to ensure employees are inducted into the Trust and understand the standards expected of them in terms of performance, attendance and behaviour. 

Person Specification 

This person specification will be used when shortlisting candidates for interview.

	
	Essential /Desirable 
	Method of Assessment  

	Qualifications & Professional Development  
	
	

	Educated to degree level or equivalent 
	Desirable 
	AF 

	Certificate in Academy Governance (Level 4), or equivalent 
	Desirable 
	AF

	Completion of the National Clerks Development Programme or equivalent 
	Desirable 
	AF 

	Willingness to undertake further professional development as appropriate in alignment with the requirements of the post 
	Essential 
	I / T 

	Extensive knowledge of the schools’ system 
	Essential 
	AF 

	Experience  
	
	

	Relevant experience of clerking meetings, committees or hearings.
	Essential 
	AF / I / T

	Experience of maintaining effective and accurate
administrative systems.
	Essential 
	AF / I / T 

	Experience of liaising with, persuading and influencing senior staff.
	Essential 
	AF / I / T 

	At least three years’ experience working within an academy trust or multi-academy trust.
	Desirable 
	AF 

	Knowledge & Understanding  
	
	

	Good working knowledge of Memorandum and Articles of Association and Scheme of Delegation 
	Desirable 
	AF / I / T 

	Knowledge of the roles of Trustees, Members and governors within an academy trust or multi-academy trust.
	Desirable 
	AF/ I / T 

	Good working knowledge of legislation and regulation within the education sector, including requirements of the ESFA Academy Trust Handbook, DfE Governance Handbook.
	Desirable 
	AF / I / T 

	Good working knowledge of the General Data Protection Regulation (GDPR).
	Desirable 
	AF/ I / T 

	Skills & Abilities 
	
	

	Excellent attention to detail 
	Essential 
	AF / I / T 

	Ability to write executive summaries and other management briefs.
	Essential 
	AF / I / T 

	Excellent interpretation skills and ability to apply intuition and judgements to information, scenarios and circumstances.
	Essential 
	AF / I / T 

	Exceptional administrative skills.
	Essential 
	AF / I / T 

	Values 
	
	

	Ability and willingness to promote and champion the importance of policy, of following procedures and of wider good governance.
	Essential 
	I / T 

	An understanding of the mission, vision, values and ethos of the Trust
	Essential 
	I / T 

	A commitment to promote and support the mission, vision, values and ethos of the Trust.
	Essential 
	I / T 

	High expectations of personal performance and committed to own development.
	Essential 
	I / T 

	Possess drive, enthusiasm, integrity, determination and energy to contribute to improving the life chances and experiences of our students.
	Essential 
	I / T 

	Personal Qualities 
	
	

	Have a positive attitude to further personal training and development.
	Essential 
	I / T 

	Excellent listening, oral, literacy, planning and organisational skills
	Essential 
	AF / I / T 

	Ability to organise time and work to often rigorous deadlines.
	Essential 
	I / T 

	Ability to main confidentiality.
	Essential 
	I / T 

	Compliance  
	
	

	Enhanced DBS Clearance 
	Essential
	PEC 

	Can evidence proof of right to work in the UK
	Essential
	I

	Minimum of two appropriate references 
	Essential 
	AF. R 



· AF – Application Form 
· T – Task 
· I – Interview
· C – Certificate 
· R – Reference 
· PEC – Pre-Employment Checks 

Any candidate with a disability who meets the essential criteria will be guaranteed an interview. 

Staff Benefits 

· Access to Staff Employee Assistance Programme & other staff wellbeing services
· Access to Westfield Health Services 
· One additional ‘Flexi-Day’ of paid leave that can be taken during term time after 6 months’ service 
· Free On Site Parking 
· Cycle to Work Scheme & On Site Bike Storage 
· Car Leasing Scheme 
· On Site Gym & Changing Room Facilities 
· Electric Car Chargers 
· Discounted Staff Bistro 
· Free Tea & Coffee 

Payroll & Pension

· You will automatically become a member of the Local Government Pensions Scheme (unless you opt out)
· Staff are paid by BACS transfer into their bank account on the last working day of the month, unless notified otherwise

Safeguarding 

	DBS
	This post requires DBS clearance and is subject to Enhanced clearance from the Disclosure and Barring Service as well as a range of other safeguarding checks.

	Rehabilitation of Offenders Act 1974
	The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website. You are not required to provide details of criminal convictions at application stage, however if shortlisted for interview you will be asked to supply further information, which will include spent convictions. 

	Online Searches 
	Any candidate selected for shortlisting may be subject to an online search as part of our due diligence. Online searches do not form part of our shortlisting process, however any issues of concern that come up during an online search may be discussed with the candidate at interview.  
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