



JOB DESCRIPTION
	Post Title:
	Clerk to Governing Bodies - Trust

	Purpose:
	· To develop and embed effective governance 

· To shape, lead and manage the clerking function for the Trust schools and develop a cross Trust responsive service

· To take specific responsibility for the management and development of all aspects of Governing Body administration and clerical support 

· To actively contribute to the development and promotion of an image which accords itself with the Trust’s vision


	Reporting to:
	Chief Executive Officer 

	Liaising with:
	Principals, Directors, other senior managers, Teaching and support staff, relevant external agencies.

	Working Time
	37 hours per week full time. Part time considered.

Some flexibility is required.

	Salary
	£22,462 (full time)

	MAIN (Core) DUTIES

	Clerking 
	· Provide a high level clerking service to the Board of Trustees and Governing Bodies ensuring compliance with legal requirements

· Organise the formal schedule of meetings

· Produce, collate and distribute agenda and papers for all meetings

· Record accurate minutes of all meetings and note agreed actions

· Advise on relevant legislation and procedural matters before and during meetings

· Record all decisions accurately 

· Send drafts to the chair in a timely manner for amendment/approval

· Copy and circulate the approved draft minutes within agreed timescales

· Ensure website and information pertaining to governance is regularly updated and  accurate
· Ensure trustees and governors are appropriately trained in accordance with the governance training plan

· Keep up to date with legal requirements in respect of governance

· Working with others in establishing and maintaining an appropriate corporate ethos

· Undertaking such other duties as may be reasonably required.

	Reporting and Management:
	· Ensure the delivery of relevant, timely to the CEO, Principals, Senior Management Team ,  Trustees, Governors and other parties 

· Production of annual governance meetings for the year ahead and ensuring the calendar is updated and adhered to

	Operational Business Planning:
	· To contribute effectively to the planning activities of the Trust


	Quality Assurance:
	· To implement quality assurance and a whole Trust approach to self-assessment 

	Communications:
	· To develop and implement effective communication systems and procedures.

	Service Development:
	· To assist and contribute to the examination and improvement of methods, procedures and initiatives

	Training and Development:
	· Maintain expert knowledge of the regulatory framework to ensure compliance

· To take part in the NST’s staff development programme by participating in arrangements for further training and professional development

· To participate in the Staff Performance Management process



	Communications:
	· To develop and implement effective communication systems and procedures.

· To ensure that all members of the staff are familiar with relevant aims, objectives and procedures of the governing body where appropriate.

	Management of Resources:
	· Acting as budget holder for all governance costs and governors expenses.



	OTHER SPECIFIC DUTIES

OTHER SPECIFIC DUTIES

To carry out the duties in the most effective, efficient and economic manner available.

To support the NST Mission Statement and ethos.

Any other task that is within the skill level and capability.

This post is subject to the enhanced level of disclosure.

This job description is current at the date shown but, in consultation with you, may be changed by the CEO to reflect or anticipate changes in the job commensurate with the salary and job title.


DATE:  September 2019
PERSON SPECIFICATION: Clerk to Governing Bodies – Trust
	
	Essential
	Desirable

	QUALIFICATIONS AND ATTAINMENTS
	
	

	· GCSE/O-level in English and Maths
	(
	

	· General education to A-level standard
	(
	

	· Degree
	(
	

	EXPERIENCE
	
	

	· Experience of working with the 11 - 19 age group ideally in a an educational establishment
	
	(

	· Evidence of relevant personal and professional development
	(
	

	· Evidence of working as a member of a team
	(
	

	· Administrative experience
	(
	

	SKILLS / KNOWLEDGE / ABILITIES
	
	

	· Excellent interpersonal skills
	(
	

	· Good communication skills both written and verbal
	(
	

	· Writing agenda and accurate concise minutes
	
	(

	· Knowledge of governance procedures
	
	(

	· Knowledge of educational legislation, guidance and legal requirements
	
	(

	· Knowledge of Data Protection legislation
	
	(

	· Ability to organise and prioritise own workload
	(
	

	· Ability to work on own initiative and without close supervision
	(
	

	· Ability to be a fully integrated team member
	(
	

	· Ability to work with interruptions
	(
	

	· Ability to assist staff and students in a polite and helpful manner
	(
	

	· Ability to meet deadlines
	(
	

	· A confident and competent user of ICT
	(
	

	QUALITIES
	
	

	· Commitment to and ability to support the distinctive ethos of the Trust
	(
	

	· Comfortable and supportive of working in a school
	(
	

	· Committed to equality of opportunity and fair treatment for all staff and students
	(
	

	· Awareness of and ability to work within health and safety requirements and the Trust’s Health and Safety Policy
	(
	

	· Willingness to participate in the individual staff review and development procedures
	(
	

	· Willingness to take part in school events/activities 
	(
	

	· Willingness to undertake further training
	(
	

	· Approachable
	(
	

	· Ability to maintain confidentiality
	(
	

	· Adaptable/Flexible
	(
	

	· Enthusiastic
	(
	

	· Positive
	(
	

	· Patient
	(
	

	· Integrity
	(
	

	· Willing to take virtually any reasonable work related task if and when necessary
	(
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