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	Post Title
	Clerk to the Corporation 

	Purpose
	· To support the Governing Body in its role to determine the educational character, ethos and strategic direction of the College.
· To support the Governing Body in ensuring the accountability of the College.
· To advise on compliance with statutory and contractual requirements.
· To support the Governing Body in monitoring and improving the quality and impact of governance. 

	Responsible to
	The Principal through the Senior Leadership Team and the Chair of Governors 

	Liaising with
	Senior Management Team, Governors 

	Remuneration
	SFCA Support Staff pay spine points 32 - 34 (£50,999.00 - £53,440.00 per annum, £35,258.43- £36,948.79 pro rata)

	Context
	Loreto Sixth Form College is one of the largest providers of A Levels in the country and was awarded a second consecutive outstanding rating in all areas in the December 2022 inspection.



Main Duties and Responsibilities

	Governance Advice, Guidance & Compliance

	· Advise the Governing Body on governance, constitutional and procedural matters, including changes to legislation and statutory guidance, offering advice before, during and after meetings. 
· Ensure the Governing Body operates within its legal frameworks, including Instrument & Articles/funding conditions, education law, and—where applicable—charity and company law; alert the Chair where actions risk being outside powers and seek appropriate legal/regulatory advice. 
· Inform the Governing Body of changes to its responsibilities resulting from changes in legislation and/or institutional status; advise on best practice, committee structures and self‑evaluation. 
· Support development and maintenance of a Governance Handbook outlining key responsibilities and accountabilities.

	Meeting Administration & Support

	· With the Chair and Principal, prepare focused, statutory‑compliant agendas and an annual planner of governance business. 
· Coordinate papers, ensuring timely collation and distribution in line with agreed timescales; confirm meetings are quorate, properly constituted and procedurally compliant. 
· Attend, clerk and minute meetings of the Governing Body and committees, producing accurate, objective minutes that record decisions, actions, responsible owners and timescales; circulate drafts/approved minutes within agreed timelines and follow up actions, reporting progress to the Chair. 
· Organise/administer ad hoc meetings and panels (e.g., complaints, appeals, hearings), ensuring appropriate circulation and record‑keeping.

	Governance Records, Registers & Information Management

	· Maintain statutory governance records: register of interests (pecuniary and business), attendance logs, membership/terms of office, DBS status; manage secure archives of signed minutes, correspondence and governance documentation in line with data protection requirements.
· Maintain current terms of reference, committee membership and designated “lead” governor roles; ensure statutory policies and other approved documents are retained and published as agreed (including website/intranet).
· Manage public‑facing governance information (e.g., Board membership and relevant declarations) and submit updates to external bodies/regulators (e.g funding agencies) where required.
· Maintain a governance intranet/workspace containing key documents and papers for Board and committees.

	Membership, Elections & Succession

	· Proactively manage membership (appointments, elections, reappointments), advising appointing bodies and the Board ahead of term expiries to enable timely succession. 
· Act as Returning Officer for parent/staff elections and chair the part of the meeting during which the Chair is elected, providing procedural guidance. 
· Maintain attendance records and advise the Chair on potential disqualification through lack of attendance.
· Monitor skills mix and support succession planning/capacity building across the Board and committees.

	Governor Recruitment, Induction, Development & CPD

	· Coordinate recruitment processes, onboarding and induction for all governors, ensuring access to key documents (including any agreed Code of Practice) and role‑specific induction for (Committee) Chairs.
· Maintain a record of governor training/CPD (in collaboration with HR) and support ongoing development aligned to governance priorities.
· Keep governors informed of sector changes and best practice; connect governors with appropriate external training and networks.

	Communication & Liaison

	· Act as a primary communications channel between governors, senior leaders and external stakeholders, ensuring clear, timely information to support informed decision‑making. 
· Prepare and issue Board correspondence and ensure governors receive the information necessary for effective oversight.

	Strategic Governance Support & Assurance

	· Support the Chair and Principal in the annual cycle of governance business and strategic priorities; schedule statutory items and policy reviews.
· Coordinate governance‑related information for internal/external auditors or reviewers; ensure statutory policies are in place, current and published.

	Quality Assurance & Continuous Improvement

	· Support Board self‑assessment and committee reviews; facilitate governance reviews as required by the Governing Body. 
· Arrange external governance reviews at least every three years (or in line with sector expectations) and monitor resulting action plans; benchmark governance processes against national standards to drive improvement.

	Professional Standards & Conduct

	· Maintain independence from senior management and governors to ensure impartiality; uphold confidentiality and data protection standards at all times.
· Undertake regular CPD, stay up to date with educational developments and governance legislation, and participate in performance/appraisal processes.
· The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults; the postholder must share this commitment and maintain an Enhanced DBS.

	Additional Services & Working Pattern

	· Provide administrative support to the SLT during quieter governance periods within the post’s annual hours. 
· Work flexibly in line with the annual governance calendar, including unscheduled activity as required.

	Other

	· To support the aims and objectives of the College.
· To attend meetings in accordance with the College meetings schedule.
· To undertake any other duties the Principal or their designated alternate may reasonably direct from time to time within the context of the Loreto College contract.
· To promote Equality and Diversity in all aspects of your area.
· To adhere to Health and Safety, and Safeguarding policies and procedures.
· To prioritise and allocate in the most efficient and effective way, all incoming work and have flexibility and a readiness to undertake a wide range of tasks.
· To review and maintain administrative procedures to ensure compliance with college procedures and adherence to data protection legislation.
· To act professionally, prudently and in the interests of the organisation at all times.
· This Job Description is subject to periodic review and amendment.
· The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
· To ensure your “online footprint”, including use of social media, is in accordance with statements relating to personal and professional conduct within the Teachers’ Standards. 
· To take all reasonable steps to ensure the security of any personal data relating to college employees or students, (either future, current or past) to which you have access, in line with the requirements of the college’s Data Protection Policy and the General Data Protection Regulation (GDPR).
































Person Specification
This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Method of assessment

	Qualifications 

	Education to degree level or equivalent
	
	
	Application

	A Level’s or Equivalent
	
	
	Application

	Relevant professional qualification for example;
The Education and Training Foundation’s Qualifications for Governance Professionals
a certificate in charity law and governance
a legal or para-legal degree or diploma
an advanced corporate governance qualification
Or willingness to work towards a qualification.
	
	
	Application

	Evidence of continuing professional development
	
	
	Application

	Experience

	Experience of working in a similar role within the Further Education Sector
	
	
	Application

	Experience of organising and managing complex administrative systems (e.g. Committee programmes, agendas and papers)
	
	
	Application

	Record keeping, information retrieval and dissemination of data/documentation (such as committee minutes)
	
	
	Application, Interview

	Experience of providing authoritative advice and guidance on the conduct, performance and actions of a corporate board
	
	
	Application, Interview

	Maintaining positive working relationships with outside agencies (e.g., Local Authority, church authorities, DfE)
	
	
	Application, Interview

	Experience of taking initiative and self-motivation
	
	
	Interview

	Skills 

	Strong written and oral communication skills e.g. in preparing papers for, contributing to and minuting meetings and delivering training programmes
	
	
	Application, Interview

	Ability to interpret statute, government and College policy and provide well-founded advice
	
	
	Application, Interview

	Ability to develop positive relationships with others, demonstrating an objective and sensitive understanding of roles and needs and the strategic objectives of the organisation
	
	
	Application, Interview

	Strong organisational skills with ability to prioritise and to keep to deadlines within a challenging environment
	
	
	Application, Interview

	Ability to work to deadlines, use own initiative and seek referral when required
	
	
	Application, Interview

	Ability to use IT skills effectively, with proficiency in Outlook, Word, PowerPoint and Excel
	
	
	Application, Interview, Test

	Specialist Knowledge and Understanding

	Knowledge of educational legislation, guidance and legal requirements
	
	
	Application, Interview

	Knowledge of governing body procedures
	
	
	Application, Interview

	Knowledge of respective roles of governing bodies, Principal, LA, Church Authorities and DfE
	
	
	Application, Interview

	Knowledge of Equal Opportunities, Human Rights and Data Protection legislation
	
	
	Application, Interview

	Personal Qualities

	The ability to act with integrity and impartiality, e.g. in relation to confidential or sensitive issues, in order to serve the best interests of the Board and the College
	
	
	Application, Interview

	Confidence in interpreting and applying governance rules, as well as persuading others to ensure the smooth operation of the board of governors.
	
	
	Application, Interview

	Flexible approach to working hours
	
	
	Application, Interview

	Commitment to continuing professional development
	
	
	Application, Interview

	Personal

	Enhance DBS clearance #
	
	
	Pre-employment check

	Two satisfactory references #
	
	
	Pre-employment check

	Full and relevant career and education history
	
	
	Application

	Ability to meet the requirements of the Immigration, Asylum and Nationality Act 2006 (to be legally employed to work in the UK)
	
	
	Application, pre-employment check

	The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
# To follow an initial offer of employment
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