








 

Clerk to the Governors 

Job Description 

We are looking to appoint an enthusiastic and inspirational Clerk to the Governors to 
join our effective, committed, and supportive school from September 2026.  
 
• The clerk is required to work irregular and unsociable hours. They will be required to 

attend meetings in the evening and possibly during the day. 
• Little close supervision is necessary beyond that provided by working arrangements 

and methods. 
• Organise the production of a RWBA Governors year planner, which includes an 

annual calendar of meetings and the cycle of agenda items for meetings of RWBA 
Governors. To develop and maintain a timetable of regular papers to be considered 
by each committee.  

• To clerk RWBA Governors meetings, including sub-committees and Member general 
meetings. 

• To clerk other ad hoc meetings (e.g. disciplinary and internal appeal panels) as may 
be required during the year. Liaise with the Chair of the Governors, the Chair of the 
relevant committee and agree the agenda for each meeting at least 2 weeks before 
the meeting date. 

• To give proper notice of the meeting by emailing (utilising Governor Hub) the agenda, 
minutes of the last meeting, and any other papers at least 7 days before the 
meeting. 

• To be responsible for taking the minutes of all Governor meetings, and committee 
meetings. Circulate a draft set of minutes and actions for comments within one 
week of the meeting being held. Deal with confidential minutes in the approved 
manner. 

• To keep a record of Governors’ attendance at all meetings, to monitor that a meeting 
remains quorate (notifying the meeting Chair if a meeting ever becomes non-
quorate).  To notify the Chair of the Governors of any likely disqualifications because 
of consistent non-attendance. 

• Keep an up-to-date list of Governors, their terms of office, DBS status, and 
vacancies. Ensure that all new Governors complete the necessary forms to enable 
an enhanced DBS check to be carried out within 21 days of their appointment and 
send to Companies House 

• Maintain a central inspection file of signed minutes and papers for RWBA. To be 
responsible for responding to formal requests for the disclosure of such minutes 
and to comply with the requirement to copy documentation over to the Department 
for Education. 



 

• Ensure the Register of Pecuniary Interests is checked and updated every autumn 
term. 

• Be responsible for the prompt circulation of updates from the Local Authority and 
Governor Support. 

• Ensure the terms of reference for all RWBA committees are reviewed annually. 
• Manage any elections for Chair of Governors / Governors.  
• Act as a main point of contact for the Chair of Governors. 
• Undertake personal development through training and other learning activities as 

required. 
• Be aware of and comply with school policies and procedures relating to child 

protection, health, safety, security, confidentiality and data protection.  Report all 
concerns to the appropriate person. 

• Comply with any reasonable request as requested by a manager to undertake work 
of a similar level that is not contained within the generic role profile. This role profile 
may be changed by a manager in consultation with you. 

 

 
Person Specification 
Knowledge & Skills: 

Essential: 
• RWBA and GDPR training 
• Able to maintain a high level of confidentiality. 
• A high standard of written communication.  Capable of minuting discussions 

effectively, accurately and appropriately, given the sometimes-sensitive subject 
matter. 

• Effective personal organisational and good time management skills; with the 
ability to meet statutory deadlines in good time. 

• Able to manage conflicting work pressures and Organise priorities. 
• A high standard of verbal communication, and the confidence to input into Board 

and other meetings when it is procedurally appropriate to do so. 
• A high level of personal responsibility and confidentiality 
• A good record keeper 
• An effective team player 

 










