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Welcome

Thank you for your interest in this role within the Pope Francis Catholic Multi Academy Company (PFMAC).
The PFMAC is an educational company and charity that runs a group of eleven state-funded Catholic schools. We are the family of Catholic schools in Oxfordshire, who work together to promote the teaching of Christ and the Catholic faith.
We believe each person is a unique creation made in the image of and likeness of God, called by name, with a special vocation and gifts to bring to the world.  We seek to develop these talents in each individual by being a beacon for Catholic education in Oxfordshire.
We are seeking to recruit several governance clerks who will support and enable excellent governance for our schools. Working with our Local Governing Bodies (LGBs) the clerks will ensure that the PFMAC’s governance arrangements are effectively implemented at school level. 
This is an excellent role for individuals who wish to combine paid work with other interests and responsibilities. 
If you would like to discuss the role further before submitting an application please contact our Governance Manager, Sarah Sienkiewicz at ssienkiewicz@pfmac.org.uk.  Details of how to apply for the role may be found on page two of this pack.
Yours sincerely,

Fraser Long
CEO


Company Information

The Pope Francis Catholic Multi Academy Company is a company limited by guarantee and an exempt charity registered in England and Wales with company number 9113542 and registered address Addison Road, Banbury, Oxon, OX16 9DG.
Website: The Pope Francis Catholic Multi Academy Company - Home (pfmac.org.uk)

Recruitment Timeline

Closing date for applications: midday Monday 14 September 2026
Start date: ASAP 
Please note we reserve the right to close the recruitment campaign earlier than this date subject to the volume of applications received. We therefore encourage candidates to submit applications as early as possible. 
We are committed to safeguarding and promoting the welfare of children and young people and require all staff and volunteers to share and demonstrate this commitment. The successful candidate will have to meet the requirements of the person specification and will be subject to the relevant pre-employment checks which will, where applicable, include a health check, an enhanced DBS check, the Children’s Barred List check, internet checks and satisfactory references.


Job description: Governance Clerk

	Location 
	Home based with travel to schools

	Contract Term
	Casual

	Hours
	Zero Hours (10 hours per meeting is the agreed number of hours that may be claimed, the number of meetings will depend on how many schools you clerk)

	Pay range 
	Grade 8 18-23 - £15.84-£17.29 plus holiday pay

	Reporting to
	Governance Manager 



Brief summary of role
To providing clerking and professional governance advise with agreed schools, working effectively with the Chair, Head and LGB members to ensure that the LGB fulfils its roles and responsibilities.
Key responsibilities
· Work with the Headteacher and Chair of the LGB before meetings to prepare a clear and effective agenda. 
· Produce, collate and upload the agenda and papers to GovernorHub so that recipients receive them at least seven days for any LGB meeting. 
· Main an attendance register of meeting attendance.
· Advise the governing body on governance legislation and procedural matters where necessary before, during and after meetings.
· Take notes of the governing body meetings to prepare minutes, including indicating who is responsible for any agreed action. 
· Record all decisions accurately and objectively with timescales for actions. 
· Send draft minutes to Chair and Headteacher for amendment/approval
· Circulate, via GovernorHub, draft minutes to governors within agreed timescale.
· Keep a file of signed minutes in the school office, as an archive record. 
· Laise with the Chair, before the next meeting, to receive an update on progress of actions previously agreed.
· Support meetings remotely and in person and travel to schools where needed (travel expenses to be reimbursed)


LGB Membership 
· Maintain GovernorHub as a database of names, addresses and category of governing body members and their term of office 
· Liaise with the Chair and Governance Manager regarding upcoming governor vacancies as necessary 
· Initiate a welcome pack/letter being sent to newly appointed governors 
· Maintain copies of current terms of reference and membership of committee and working parties and link governors e.g. Safeguarding and SEND on GovernorHub
· Inform the governing body and the Governance Manager of any changes to its membership 
· Maintain governor meeting attendance records and advise the governing body of non attendance of governors, updating the attendance register accordingly  
· Ensure that a register of governing body business and pecuniary interests is maintained (on GovernorHub) and reviewed annually.
· Ensure new governors complete and submit pre-appointment DBS check forms and, for Foundation Governors, have been appointed by the Archdiocese before they begin their role.
· Inform the School Office/Business Manager of any membership changes so that GIAS is updated promptly.
Advice and information 
· Advise the governing body on procedural issues 
· Seek timely and appropriate legal advice and guidance, through the Governance Manager and BDES Governance Advisor as required
· Ensure that new governors have relevant information 
· Ensure that the new members attend BDES induction training
· Ensure all governors are encouraged to attend regular training 
· Laise with School Office/Business Managers to ensure that the governance pages on the school website are updated as required
· Advise the LGB on the schedule of policy review, to include mandated PFMAC policies 
· Ensure that statutory policies are kept on file in the school along with other school documents approved by the governing body, and that these are also shared on GovernorHub.
· Maintain records of LGB correspondence. 
· Support the LGB self-evaluation process administratively, as requested by the Chair 
Continuous professional development 
· Opportunity to obtain Level 3 NGA clerking qualification if you don’t already hold this
· Attend meetings with the Governance Manager termly 
· Keep up to date with current educational developments and legislation affecting school governance 
· Undertake regular safeguarding training. 
Other duties 
· Advise and support governors taking on new roles 
· Participate in and contribute to the training of governors in areas appropriate to the clerking role
· Maintain a file of relevant DfE and Trust documents, on GovernorHub.
· Maintain archive materials, on GovernorHub.
· Prepare briefing papers for the local governing bodies, as necessary 
· Help to produce an annual agenda Planner, which includes an annual calendar of meetings and the cycle of agenda items. Ensure this is shared with the Governance Manager
· Support processes such as governor panels for complaints and exclusions. 
· Fulfil other reasonable duties as directed by the LGB Chair, Headteacher or Governance Manager.
PFMAC Ethos 
In addition to the specific responsibilities of this post, every member of staff within the PFMAC will commit to:
· Promoting courteous and respectful relationships with students at all times
· Working to maintain the PFMAC at the forefront of educational practice
· To support the Catholic ethos of the PFMAC
· To support the PFMAC in meeting its legal requirements for worship
· To continue personal development as agreed and ensure attendance at Diocesan inset provision.


Notes
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 
· Employees are expect to contribute to the overall ethos/work/aims of the organisation.
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 
· Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers. 
· Employees are expected to be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· The PFMAC will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employees who develop a disabling condition. 

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


Selection Criteria

	Essential 
	Desirable

	Skills and Effectiveness 

	1. Ability to work collaboratively with others 
2. Effective interpersonal and communication skills
3. ICT skills including word processing and use of email  
4. Good organisational skills 
5. Ability to understand and assimilate new information and translate into advice
6. Ability to organise own time, flexible in approach and able to work with conflicting demands 
7. Thorough approach to work with an attention to detail 
8. Committed to working in a way which promotes equal opportunity
	

	Knowledge

	1. Working knowledge of Microsoft Word and Excel; working knowledge of use of email
2. An understanding of general office tasks  e.g. filing, record keeping
3. Knowledge of good practice in writing agendas and minutes and organising meetings
4. Understanding of the requirements of working with confidential information  
 
	1. Knowledge of governing body procedures
2. Knowledge of the law and regulations relating to governing bodies and education 
3. Knowledge of the respective roles and responsibilities of the governing body, the MAC, headteacher, the LA, and Diocese
4. Knowledge of governor appointment and election procedures
5. Awareness of Data Protection legislation to handle information securely in a confidential and impartial manner 
6. Knowledge of Catholic education 

	Experience/Achievements:

	1. Participation in formal meetings
 
	1. Previous experience of organising meetings, drawing up agendas and producing accurate minutes
2. Experience of dealing with confidential matters

	Qualifications/Professional Memberships:

	1. Educated to GSCE standard or equivalent. 
 
	1. At least 3 GCSEs, at grade C or above, or equivalent.
2. Level 3 clerking qualification 



Other requirements of the job   
a. Ability and willingness to attend meetings at times determined by the governing body, including evenings 
b. Ability and willingness to regularly meet with the chair of governors and PFMAC Governance Manager 
c. Ability to work at home 
d. Ability and willingness to visit the school to deal with administrative tasks and liaise with key school staff
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