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Job Description
Post:


Clerk to Governors
Grade:

Scale C
Hours:
2.5 hours per week for 38 weeks per year flexible
Reporting To:
Chair of Governors/Headteacher
Supported By:

Key Responsibilites:

Main duty

Advise the governing body on procedural matters and support them in the discharge of their functions in accordance with legislation.
The job involves working from instructions, but making minor decisions involving the use of initiative. Problems are referred to a supervisor/manager. Little close supervision is necessary beyond that provided by working arrangements and methods

· Call meetings of the governing body; 

· prepare the agenda and accompanying papers in consultation with the chair of governors and the head teacher; dispatch agendas to governors within the deadline for responses 

· Attend full meetings of the governing body 

· Advise the governors on the conduct of business in accordance with legal requirements and good practice 

· Create accurate minutes and records of statutory meetings; dispatch to all relevant parties 

· Carry out relevant actions following governors' meetings 

· Maintain documentation and filing systems
· Ensure that legislative and other issues are communicated to the governing body 

· Be the point of contact for all incoming enquiries regarding the governing body 

· Attend training and information sessions to update knowledge of changes in governing body legislation and to share good practice 

· Undertake other duties appropriate to the grade of the post
Demands of the Job

The post holder will be required to concentrate, typically for up to two hours at a time, for example when recording minutes and updating records. There will be some interruptions and deadlines.
Job Specification

	Experience, Knowledge and Qualifications


	Essential / Desirable 



	· Knowledge of governance legislation and procedures 

· Demonstrable administrative and secretarial experience 

· Knowledge of current educational developments and legislation affecting school governance 

· Previous experience of having undertaken the National Training Programme for Clerks
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	Skills and Technical Competencies


	

	· Interpret information and situations related to governors’ meetings and events, e.g. deciding when it is necessary for the Chair to be informed of an issue, and making necessary recommendations if appropriate 

· Have effective verbal and written communication skills in order to advise and guide the Board on issues 

· Have advanced keyboard skills in order to produce documentation using speed and precision (e.g. accurate meeting minutes)  

· Have general IT skills in order to use a word processor and store documents appropriately
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