ORCHARD LEARNING ALLIANCE
	                                                                                                               Associate Governance Professional




The Orchard Learning Alliance is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Job details 
Associate Governance Professional

Salary Range: NJC Pay Scale Grade 6 (£31,537 SCP18 - £35,412 SCP24 FTE) (pay award pending) depending on experience. 

Working Hours: 37 per week, term time (190 days per year) plus 10 days.  Part time applicants may be considered – please specify your preferred hours on your application form. 

This is a flexible role which requires evening work and actual weekly hours may vary depending on weekly requirements.  The role is based at the OLA head office and will involve travel to OLA schools, as well as the option to work from home.

Contract type: Full time or part time, permanent. 

Reporting to: Governance Professional, Central Team.

Main purpose 
To deliver a robust governance and clerking service to the Trust, championing good governance, achieving compliance, and meeting statutory and regulatory requirements through the effective use of the Trust’s governance platform.  To coordinate the management of Trust and school policies and procedures, and, working closely with the Governance Professional, to develop, design, improve and streamline governance across the Trust including frameworks, templates and resources.

Key Duties and Responsibilities
	Post:  Associate Governance Professional

	Purpose of the job:
	1
	The postholder will report to the Governance Professional and deliver a robust governance and clerking service to the Trust, championing good governance, achieving compliance, and meeting statutory and regulatory requirements through the effective use of the Trust’s governance platform.
	

	
	2
	Coordinate the management of Trust and school policies and procedures, and, working closely with the Governance Professional, to develop, design, improve and streamline governance across the Trust.
	

	Key responsibilities:
	3
	Build professional relationships with leadership and stakeholders including Chairs and Headteachers, acting as the first point of contact for advice on procedural matters, ensuring that the multi-academy trust complies with all relevant statutory and regulatory requirements related to governance.
	

	
	4
	Support legitimate meetings and decisions by ensuring a thorough knowledge of the Orchard Learning Alliance’s scheme of delegation and terms of reference, as well as relevant legislation and guidance, applicable to all meetings clerked.
	

	
	5
	Maintain a thorough knowledge and understanding of the laws that affect multi-academy trust academies and local authority-maintained schools, monitoring changes in relevant legislation and the regulatory environment and advising governors of the legal and governance implications.
	

	
	6
	Provision of a full clerking support service to the Trust schools’ Local Governing Bodies and Committees. To include timely preparation and circulation of agendas as per the Trust’s agenda plan, collation and circulation of supporting papers within appropriate timescale and dealing with correspondence arising from meetings.
	

	
	7
	Attend meetings and produce draft minutes for approval by the Chair within ten working days of each meeting (including panels).
	

	
	8
	Monitor governor attendance at meetings, identifying any governors who fail to meet attendance requirements and alerting the Local Governing Body Chair.
	

	
	9
	Advise the Local Governing Body and Governance Professional of governor terms of office nearing completion and assist in succession planning (recruitment/ election of new governors and induction of new governors).
	

	
	11
	Prepare, clerk, and produce minutes for additional governance panels, e.g. complaints, grievances, suspensions, and permanent exclusions.
	

	
	13
	Liaise with Local Governing Body members between meetings.
	

	
	14
	Uphold and provide advice and guidance on academy regulations and internal governance frameworks such as policies, codes of practice, Scheme of Delegation and Terms of Reference adopted by the Trust and its Local Governing Bodies.
	

	
	15
	Maintain up-to-date and accurate governance registers and records, e.g. registers of pecuniary interests, gifts and hospitality, expenses, meetings, minutes, actions, decisions, terms of office, etc. 
	

	
	16
	Assist in the production and updating of Local Governing Body schedules of work, preparation of reports and dashboards to the Trust Board, and support LGBs to annually evaluate and report on their effectiveness to the Trust Board.
	

	
	17
	Schedule annual Governor Skills Audits, collate and analyse the results and prepare report for the Trust Board.
	

	
	18
	Organise and manage annual Governor Day.
	

	
	19
	Monitor Governor training schedules and visits and prepare report to the Trust Board.
	

	
	21
	Support the Company Secretary in the managing of the Trust and Local Governing Body annual calendar of meetings.
	

	
	22
	Carry out any other reasonable instructions given by the Governance Professional in order to support the work of the Trust and its schools.
	


General 
· Represent and promote the ethos and values of the Orchard Learning Alliance. 
· Take and be accountable for all decisions made within the parameters of the job description. 
· Attend Trust events, meetings and training sessions as required. 
· Ensure compliance with all relevant policies and legislation, e.g Safeguarding, Health, Safety and Wellbeing, Equal Opportunities. 
· Demonstrate a calm and professional attitude at all times whilst maintaining professional relationships. 
· Provide reports to Senior Management as required.  
· Keep up to date with best practice, undertake relevant training, and knowledge-share within the team to ensure continuous development and improvement in the service offered. 
· Role model appropriate behaviours within a professional environment including conduct, communication, and personal appearance. 
· Aspire to develop own professional skills and qualifications. 
· Use all forms of social media appropriately. 
· Take responsibility for the reputational management of all sites across the Trust. 
· Contribute to systems of evaluation and performance of the organisation positively. 
· Undertake any other appropriate duties as required to support the Governance Professional to enable them to fulfil their role. 

Person Specification
	
	Essential
	Desirable

	Qualifications and Training
	· Good prior educational attainment at a minimum of A-level or equivalent or NVQ level 4 in an appropriate vocational area. 
· Driving license
	· Qualified to degree level

	Experience, Knowledge and Skills
	· An understanding of school or education settings, specifically secondary level.
· Experience of working within a school, local authority or multi-academy trust.
· Outstanding interpersonal skills including listening and communication. 
· Significant and proven experience of clerking work and producing minutes. 
· Excellent organisational skills and ability to manage multiple deadlines. 
· Strong IT and literacy skills including use of Microsoft Office. 
· Ability and confidence to work using own initiative, as well as to follow direction and work in collaboration with others on all levels.
· Excellent professional skills and proven ability to work and build good working relationships with a variety of stakeholders. 
· High level of writing skills including spelling, grammar, punctuation and accuracy. 
	· An understanding of school or education settings at primary level.
· Experience of clerking for more than one group of stakeholders. 
· Experience with a governance platform or equivalent system.
· Working knowledge of relevant policies, procedures, codes of practice and awareness of relevant legislation – e.g. Company & Charity law, DfE, governance. 
· Experience of clerking panels, such as complaints and exclusions. 


	Values and Personal Competencies
	· Trustworthy, reliable and responsible; discretion and confidentiality when dealing with sensitive matters. 
· Committed and enthusiastic to learn new skills. 
· Demonstrate personal and professional integrity, including modelling values and vision. 
· Willingness to contribute new innovative ideas. 
· Flexible and well-organised approach to work and able to prioritise workload to meet deadlines. 
· Team focused with the ability to work independently and take initiative. 
· Committed to equality, diversity and inclusion. 
· Strong morals, ethics and sound judgement. 
	· Strong adaptability to change and development. 



Safer Recruitment & Safeguarding 

Introduction 
The Orchard Learning Alliance is committed to safeguarding and promoting the welfare 
of children and young people in its schools. The Trust complies with the statutory legislative requirements and guidance that seeks to protect children, including ‘Keeping Children Safe in Education’ guidance. In order to meet this responsibility, we follow a rigorous selection process to discourage and screen out unsuitable applicants. 

Safer Recruitment 
Job descriptions and person specifications make reference to safeguarding and child protection. All posts are subject to satisfactory completion of enhanced Disclosure and Barring Service certificate (DBS) checks. All advertisements include a safeguarding statement and commitment. 

Application Stage 
All applicants are scrutinised to verify identity and academic qualifications, and professional references are requested using our standard pro-forma for short-listed candidates. As a minimum, references should be from the two most recent employers. References are checked against previous employment history and gaps in employment. Professional references must be obtained from work email addresses. Our standard reference proforma makes reference to suitability to work with children and young people. The application form requires applicants to complete a disclosure of any criminal convictions. 

Short-listing 
Only those candidates meeting the criteria outlined in the person specification will be short listed. All short-listed candidates will be subject to an online search as part of our safer recruitment due diligence. 

Interview 
Shortlisted candidates will take part in an interview and selection process. Candidates will be asked to address any discrepancies or gaps in their employment history. Candidates will be reminded of their responsibility to disclose any criminal convictions if they have not already done so. Proof of identity, qualifications and right to work in the UK must also be provided at interview.

Appointment 
An enhanced Disclosure and Barring Service Certificate (DBS) will be required for all appointed posts. Other pre-employment compliance checks will be carried out. This post is subject to satisfactory references which will be requested prior to interview, an enhanced Disclosure and Barring Service (DBS) check, online searches, medical check, evidence of qualifications plus verification of the right to work in the UK. For teaching positions, barred list checks and prohibition from teaching checks will also be carried out. For leadership positions, section 128 checks will be performed. All staff will receive a comprehensive induction programme covering all aspects of safeguarding and health and safety. 

Probation 
All new staff will be subject to the trust probation procedures for a period of 6 months. The probation period is to enable the assessment of an employee’s suitability for the job and which includes a review of the performance of new staff in relation to duties, skills, qualifications and experience outlined in the job description and person specification. 
This will also include an employee’s suitability to work with children and young people and their commitment to safeguarding and child protection. 

Equal Opportunities 
OLA recognises the value of, and seeks to achieve, a diverse workforce and takes positive steps to create an employment culture in which people feel confident of being treated with fairness, dignity and respect, irrespective of their differences. The Trust is committed to the elimination of unlawful discrimination and to the promotion of good relations between all. 

General Data Protection Regulation 
OLA is committed to ensuring that the privacy of an individual is protected. By signing a contract of employment, the employee is agreeing to the Trust processing their personal data, including ‘sensitive personal data’ as defined in the General Data Protection Regulation (GDPR), for the purposes of the operation, management, security and/or administrations, as well as complying with applicable laws, regulations and procedures. The information you provide (except Equality Monitoring Information) may be shared with partner organisations that provide services to the Trust. A full list of these organisations is available on request from the CFO.
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