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JOB DESCRIPTION
Administrator to School Governing Body(Clerk)


	PLACE OF WORK: Home Based
Flexible role, split between the schools and working from home. Our schools are mainly in the Humber, Scarborough and York area  Mileage is payable

	CURRENT GRADE: 
[bookmark: _heading=h.gjdgxs] £14.36 - £15.31 per hour

	REPORTS TO:   Head of Governance and Compliance
 

	1.
	MAIN PURPOSE OF JOB

Provide advice and minuting services for up to four local governing bodies (LGBs) within an Ebor Hub on governance, constitutional and procedural matters.  

The Clerk will ensure the continuity of governing body business and observe confidentiality at all times.  The postholder will:

· Provide effective administrative support to the LGB.   
· Ensure the LGB is properly constituted 
· Manage information effectively in accordance with legal requirements
 

	2.
	KEY TASKS


	
	i.
	Provide advice to the LGB 

· Advise the LGB on governance legislation and Ebor Academy Trust (EAT) procedural matters where necessary before, during and after meetings with the support of the Ebor Head of Governance Manager. 
· Act as the first point of contact for governors with queries on procedural matters; 
· Have access to appropriate legal advice, support and guidance. Seek advice and guidance from the Academy Trust or third parties on behalf of the LGB
· With the support of Ebor Head of Governance, offer advice on best practice in governance, including on committee structures and self-evaluation 
· Ensure that it is recorded in the minutes that an updated or amended Ebor Academy Trust statutory policy has been seen and accepted by the LGB 
· Advise on the annual calendar of LGB meetings and tasks 
· Send new governor induction materials and ensure they have access to appropriate statutory training and code of practice
· Inform the school office and the Central Services Team of any newly appointed governors so a DBS check can be carried out.  
· Ensure the Governors Code of Conduct and pecuniary interest sheet has been read and signed by all Governors.
· Contribute to the induction of governors taking on new roles, in particular the Chair. 


	
	ii.
	Effective administration of meetings 

· Liaise with the Trust Governance Manager who will provide a draft agenda which includes items derived from the EAT Board of Trustees and/or its scrutiny committees
· With the Chair and Head of School, prepare a focused agenda, based on the draft agenda provided by the Trust Business Manager, adding any priority school agenda items.
· Prior to a meeting, follow-up any agreed action points with those responsible and inform the Chair of progress
· Record decisions accurately and objectively, with timescales for actions
· Distribute the agenda and papers 5 working days prior to a meeting or make them available on google drive for Governors to access
· Ensure meetings are quorate 
· To liaise with the CST, Chair and Head of School to set meeting dates and ensure all governors are aware of meeting dates/times
· Record the attendance of governors at meetings (and any apologies – whether they have been accepted or not), and take appropriate action in relation to absences, including reminding absent governors of the date of the next meeting 
· Provide an end of year summary to CST of the overall attendance by Governors
· Use the Ebor Academy Trust template to draft minutes of the LGB meetings, indicating who is responsible for any agreed action with timescales
· Send draft minutes to the Chair of the LGB, the Head of School and the Chair of Trustees for review
· Circulate the reviewed draft to all governors and the Head of School and other relevant bodies such as the Ebor Academy Trust /diocese
· Forward a copy of the signed minutes to the CST
· Take minutes of meetings relating to pupil discipline, staff dismissal and appeals as required.  


	
	iii.
	Membership 

· Advise the EAT, The Headteacher and LGB in advance of the expiry of a governor’s term of office, so elections or appointments can be organised in a timely manner
· Chair that part of the meeting at which the Chair is elected, giving procedural advice concerning conduct of this and other elections 
· Circulate business interest forms to all Governors and return completed forms to CST
· Maintain a single central record of all statutory checks and training undertaken by members of the LGB
· Advise the LGB on succession planning (of all roles, not just the Chair).


	
	iv.
	Manage Information 

· Inform the CST of any changes to Governors details, such as change of name, address and category of LGB members and their term of office
· Update the CST on any changes to nominated governors.  e.g. Safeguarding, SEND, Health & Safety and inform the Ebor Academy Trust 
· Send the signed minutes of meetings to the Ebor Academy Trust to be stored, and ensure a signed copy is kept within school
· Maintain records of LGB correspondence, keeping them securely and confidentially
· Ensure the school office is notified of statutory policies and other school documents approved by the LGB.


	
	
	Personal Development 

· Undertake appropriate and regular training and development to maintain his/her knowledge and improve practice 
· Participate in annual performance management 


	
	
	Additional Services 

The Clerk may be asked to undertake the following additional duties:  
· Provide cover for other Clerks within the hub due to sickness absence or holidays
· Clerk any statutory appeal committees/panels the LGB is required to convene: if the Clerk is not contracted to set up and clerk these panels
· Assist with the elections of parent and staff governors
· Participate in and contribute to the training of governors in areas appropriate to the clerking role 
· Maintain a file of relevant Department for Education (DfE), Trust and church authorities (if appropriate) guidance documents 
· Circulate and collate responses from governor skills audits
· Perform such other tasks as may be determined by the LGB from time to time.
 

	
	v.
	Comply with all Ebor Academy Trust policies and procedures.


	
	vi.
	To undertake in any staff development activities required to effectively carry out the duties of the post and to participate in the Ebor Academy Trust’s appraisal process.


	
	vii.
	Any other reasonable duties commensurate with the level of the post.


	3.
	SUPERVISION / MANAGEMENT OF PEOPLE


	4. 
	MAIN CONTACTS & RELATIONSHIPS
Internal:   Governors, Headteachers, Central Service Team, Trustees, Church or Foundation Members, other Ebor employees

External:  Parents, Advisory Bodies, Ofsted, Other attendees at meetings


	5. 
	SPECIFIC AREAS OF RESPONSIBILITY

· Clerks are responsible for the planning, organisation and prioritisation of their own work to meet set deadlines.  The role is mainly subject to national procedural guidance but also EAT guidance.

· Clerks need to use discretion and also know when to seek further advice/support.  They will have access to confidential or sensitive materials and must deal with this appropriately.

· The professional advice provided by the clerk enhances the smooth operation of the governing body and ensures all statutory and procedural guidelines are followed.  Incorrect advice could lead to legal challenge.

· Meeting usually take place on an evening, and the role is largely home based but a PC in the school office or CST team can be available if needed.
 





	
PERSON SPECIFICATION
Clerk to Local Governing Bodies


	6.

	KNOWLEDGE AND QUALIFICATIONS
 Essential, i.e. the postholder must have:
· Secretarial skills and ability to produce concise and accurate minutes
· High levels of literacy and numeracy, high standard of ICT skills including the use of the internet and Microsoft office
· The successful candidate will demonstrate a willingness to attend relevant training

Desirable, i.e. the postholder would ideally have:
· The candidate will have attended the National Programme for Clerks
· knowledge of school governance law, governing body procedures, education legislation and guidance  
· Keep up to date with current educational development and legislation affecting schools and school governance
· Have knowledge of the respective roles and responsibilities of the EAT, Governing Body, the Headteacher, the Diocesan Authority (if appropriate)
· Have knowledge of data protection legislation


	7.
	SPECIAL ATTRIBUTES
The successful candidate will meet the following requirements:
· The ability to work at times convenient to the governing body including evenings. 
· The ability to travel to meetings
· The ability to handle information confidently and securely. 
· Being available to be contacted at mutually agreed times


	8. 
	EXPERIENCE
Essential, i.e. the postholder must have:
The successful candidate will have experience in the following areas:
· Experience of organising meetings, agenda setting, minute taking.
· A good understanding of dealing with confidential and sensitive issues
· Be able to remain impartial
· Good interpersonal skills
· Have a flexible approach to working hours
· Ability to prioritise own work, work on own initiative and ability to work under pressure to meet deadlines 
· Ability to build effective working relationships
· Record keeping
· Information retrieval 
· Dissemination of governing body data and documentation

Desirable, i.e. the postholder would ideally have:
In addition, the successful candidate may have experience in the following areas: 
· Using the internet to access relevant information
· Ability to give clear and accurate advise to a range of audiences 
· Developing and maintaining contacts with outside agencies
· Working in an environment where they have experience of taking initiative
· Working as part of a team 


	9. 
	SKILLS AND PERSONAL QUALITIES
Essential, i.e. the postholder must have:
The successful candidate will have the ability to demonstrate the following:
· Have good listening, communication and literacy skills 
· The ability to organise time
· Working to deadlines
· ICT including keyboard skills
· Personal integrity
· The ability to maintain confidentiality
· The ability to remain impartial
· A flexible approach to working hours
· An openness to learning and change
· Good interpersonal skills
· A positive attitude to personal development and training

Desirable, i.e. the postholder would ideally have:
In addition, the successful candidate may have knowledge of the following:
· Governing board procedures
· Educational legislation
· The respective roles and responsibilities of the governing board
· Equal opportunities and human rights legislation
· Data protection legislation
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