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Person Specification – Clerk to Governors 
	Category
	Essential
	Desirable

	Application


	· Fully supported in references

· Well structured supporting statement that demonstrates how the person specification is met


	

	Qualifications and Training
	· A good level of education, particularly in English and Maths
· Be able to demonstrate a willingness to attend appropriate training and development 
	· Relevant work experience, training or further development 
· Have already attended or make a commitment to attend the National Training Programme for Clerks or its equivalent

	Successful Experience


	· Experience of writing agendas and accurate concise minutes;

· Organising time and working to deadlines;

· record keeping, information retrieval and dissemination of governing body data/documentation, to the governing body and relevant partners 
· Organising meetings;


	· Using the internet to access relevant information;

· developing and maintaining contacts with outside agencies 

· Knowledge of governing body procedures;

· Knowledge of educational legislation, guidance and legal requirements;

· Knowledge of the respective roles and responsibilities of the governing body, the Headteacher, and the DfES

· Knowledge of Equal Opportunities and Human Rights legislation;
· Knowledge of GDPR legislation

	Expertise


	· Good listening, oral and literacy skills;

· Ability to work well under pressure and prioritise tasks effectively 

· Excellent IT skills including keyboard skills, with Word, and Outlook to an intermediate level

· Excellent administration skills, with a high level of attention to detail

· Ability to work effectively on own initiative

· Able to maintain confidentiality and be discreet 
	

	Personal Attributes


	· A fundamental belief that every child matters

· A fundamental belief that aspirations and achievement can be significantly altered 

· A flexible approach to people and situations
· Have a flexible approach to working hours
· Creative, innovative and pro-active
· Enthusiastic and resilient 

· Diplomatic and discrete

· Reliable under pressure

· Can demonstrate humour and warmth 

· A commitment to own personal development 


	

	Special Requirements
	· Be able to work at times convenient to the governing body, including daytime and evening meetings; 

· Be available to be contacted at mutually agreed times
	


