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Job Description	

POST:			Trust Governance Manager	

RESPONSIBLE TO:	Director of Operations and Compliance

SALARY:			£39,152 - £41,771
 
LOCATION: 		CAT Head office, Tamworth 

WORKING PATTERN:	37 hours, whole year

DISCLOSURE LEVEL: 		Enhanced DBS

KEY RELATIONSHIPS:	
Internal: 
· Board of Trustees (Directors). 
· Deputy CEO (Education and Local Governance) 
· DCEO (Finance and Operations) & Company Secretary
· Local governors, headteachers and governance clerks across the trust. 
· Trust Strategic Leadership Team (TSLT).

External: 	DfE, NGA, CST, External Agencies, Regulatory Bodies.

RESPONSIBLE FOR: 	Management of governance for the trust

MAIN PURPOSE:	
To oversee all aspects of governance effectiveness and compliance within the trust, ensure governance adheres to good practice and meets all statutory and regulatory requirements, and provide management of services that support governance across the trust.
This is achieved by:
· Provision of professional advice and support to the Trust Board and Committees ensuring efficient and effective governance.
· Professional governance advice and collaboration with the DCEO (Education and Local Governance) to deliver their accountability for local governance including support in developing local structures, monitoring and reporting.
· Professional advice and collaboration with the DCEO (Finance & Operations) and Company Secretary to deliver their accountability. 
· Ensuring governance at all levels is carrying out its functions.
· Managing and coordinating the delivery and ongoing improvement of governance support across the trust.






SPECIFIC RESPONSIBILITIES

The main duties and responsibilities are as indicated below.  Other duties of an appropriate level and nature may also be required, as directed.  Please note that the post holder will be required to work outside of normal working hours for clerking meetings and may be required to work outside of normal working hours for activities, meetings and emergencies.

The post holder is also required to work closely with the Executive Assistant to the Trust Executive Group and Complaint Relations Officer to ensure trust clerking obligations are maintained during annual meeting schedule including holiday cover where necessary.

The post holder is required to support and encourage the trust’s ethos and its objectives, policies and procedures as agreed by the Board of Trustees, including child protection matters.

Any other duties that are reasonable and in line with this level of responsibility.

Key Responsibilities:
 Governance Leadership and Development
· Rollout governance strategy, compliance and assurance by providing expert advice, ensuring statutory and regulatory compliance, managing governance risks, maintaining required records and supporting the Trust’s strategic priorities. 
· Act as Governance Professional and lead adviser to the Board, Members, committees and wider Trust, overseeing effective governance processes, meetings, decision-making, company records and stakeholder communications. 
· In collaboration with the DCEO, strengthen governance across the Trust by overseeing local governance arrangements, quality assuring clerking standards, supporting School Standards Committees and promoting consistency, effectiveness and best practice. 
· Develop governance frameworks and structures including committee arrangements, schemes of delegation, terms of reference, governance policies and processes that support Trust growth and organisational change. 
· Lead governance training, development and recruitment through induction, CPD, briefings, succession planning and skills development for Trustees, Members, governors and governance professionals. 
· Coordinate effective governance meetings and assurance activities including annual work programmes, agendas, minutes, trustee link meetings, self-evaluation, external reviews and improvement plans. 
· Maintain high standards of governance practice by championing transparency, probity, confidentiality, accountability and value for money while driving continuous improvement across the Trust
· Clerk meetings of the Members, trust board and its committees including Chair’s Network Meetings and all Governor update meetings, ensuring these enable the successful delivery of strategic objectives


Managing compliance
Manage information and documentation that clearly details the trust’s governance arrangements and satisfies other statutory requirements, including:
· Maintain governance records and documentation, including Board and committee membership, terms of reference, governance charters and skills matrices. 
· Manage governance policies and statutory compliance, overseeing policy registers, review cycles and publication of required governance documents. 
· Ensure governance information is accurate and up to date, maintaining Trust websites, GIAS, Companies House and other statutory records. 
· Support governance reporting and assurance, contributing to the annual report, governance statement and inclusion of governance risks in the Trust risk register. 
· Facilitate effective governance communication, managing the flow of information between Members, the Board and School Standards Committees. 
· Promote consistent application of governance policies, procedures and legislation across the Trust. 
· Monitor safeguarding governance and risk, maintaining oversight of safeguarding compliance, training records and escalating governance or safeguarding concerns appropriately
· Manage governance systems and digital records, using board portals, Microsoft 365 and secure platforms to maintain governance information and reporting. 


Coordinated support

· Support effective local governance by working with School Standards Committees (SSCs), Chairs and governors to strengthen governance structures, communication, training, agenda planning and escalation processes. 
· Act as a central governance adviser, providing expert guidance and support to Trustees, SSCs, Chairs, governance clerks and wider stakeholders on governance matters, concerns and complaints. 
· Quality assure governance clerking arrangements, monitoring meeting effectiveness, minute quality and supporting the development, training and performance of governance clerks. 
· Coordinate formal governance panels and hearings, including independent complaints committees and exclusion review panels, ensuring processes are compliant, well-organised and accurately recorded
· Deliver governance development and support programmes, including recruitment, induction, training, CPD, self-evaluation, reviews, trustee link meetings and targeted interventions. 
· Monitor governance compliance and assurance, maintaining central records, tracking attendance, training, vacancies, governance effectiveness, risks and adherence to schemes of delegation. 
· Produce governance reports and insights, providing regular updates to the Trust Board, committees and SSCs to support effective oversight and decision-making. 
· Support governance communications and collaboration, ensuring effective two-way information flow between Trust leadership, Board members, SSCs and local stakeholders. 




Health and Safety

All employees are expected to maintain a healthy and safe work environment. 


Safeguarding Children

CAT is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment. The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The person undertaking this role is expected to work within the policies, ethos and aims of the Trust and to carry out such other duties as may reasonably be assigned by the Head of Human Resources. The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled through direct dialogue with employees, contractors and community members. 

English Duty – 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent spoken English is an essential requirement for this role. 

Our Vision
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…through exceptional, inclusive education across our family of schools.

Our Purpose

Community Academies Trust exists to provide excellent education for every child, from 2 to 18, and to create a Trust where pupils and adults feel they belong, are valued, and are enabled to thrive.

We believe every child has talent, potential and the right to succeed, whatever their starting point, background or circumstance. We also believe that every adult who works within our Trust should feel valued, trusted and connected to a shared purpose. Our schools are rooted in their local communities but strengthened by belonging to one Trust: sharing expertise, building capacity and working together with ambition, compassion and pride.


Our Aims

Our aims are to secure:
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Ensuring pupils achieve the highest standards academically and are equipped with the knowledge, skills and habits they need for future success.
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Creating safe, caring and aspirational schools where relationships are strong, diversity is valued and every child is known, supported and challenged.
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	Creating a culture where pupils, staff, leaders, governors and trustees feel they belong, are valued for their contribution, and continue to learn, collaborate, innovate and improve.
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	Our Trust values shape the way we work:

· Excellence: we keep improving.
· Integrity: we do the right thing.
· Collaboration: we improve together.
· Inclusion: everyone belongs and thrives.
· Aspiration: we aim high.

These values guide how we make decisions, work together and support every child, adult and community to thrive.
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Our culture is one of high expectations and high regard: we expect the very best for and from everyone, while treating people with care, dignity and respect.



Our Staff

Our Values extend to how we challenge, support and work with each other. All staff (support and teaching) play a crucial role in the education of young people. We all understand how our work has a direct influence on the life chances of the pupils and young people in our care. In the same way that we all have a duty of care to them, we have a duty of care to each other and have regard for each other’s professional and personal wellbeing.

All members of the trust see themselves as learners. They are empowered to make decisions, be creative and to lead. Mutual respect pervades all relationships, working together to enhance professional learning and practice and collaboration; collegiality and a sense of team identifies how all staff work together. All staff have clarity and certainty about the direction our school is taking and be working on only a few initiatives at any one time with a sense of how their work is contributing to that vision. Staff co-operate with each other and are not in competition with each other – they are part of a team that ensures the schools in the trust are among the best in the country.




	
	Essential
	Desirable

	Qualifications
	Equivalent of 5 GCSEs grade A*-C including English and Maths

NGA Level 3 Certificate in Clerking of School and Academy Governing Boards

	CGI Level 4 Certificate in Academy Governance

	Experience, Skills and knowledge
	Strong knowledge of academy governance, including governance structures, legislation, policy, regulatory frameworks and best practice within academy trusts. 

Experience supporting governance processes, including clerking, minute taking, managing confidential information and advising Boards, committees, Members and local governors. 

Strong communication and relationship-building skills, with the ability to provide clear, impartial advice to trustees, governors, senior leaders and stakeholders. 

Excellent understanding of regulatory and compliance requirements, including Charity Law, GDPR, records management and statutory guidance. 

Strong organisational and administrative skills, with the ability to coordinate activities across multiple sites, manage priorities and meet deadlines. 

Ability to analyse information, assess risk and make sound decisions to support effective governance and strategic outcomes. 

High-level written skills, with the ability to prepare reports, guidance, briefings and governance documentation. 

Excellent digital capability, including Microsoft 365, governance systems, board portals and secure document management platforms. 

Ability to work calmly and effectively under pressure, maintaining accuracy, confidentiality and professionalism
	Experience of working/ providing support in an educational setting would be desirable but is not essential.

Confident and influential leader, able to provide guidance, build trust and positively influence stakeholders. 


	Personal Qualities
	Demonstrates personal integrity and commitment to the Nolan Principles of Public Life, maintaining high standards of ethics, confidentiality and professionalism. 

Exercises sound judgement and diplomacy, providing impartial advice and support in sensitive or complex governance situations. 

Works independently with initiative, able to solve problems, prioritise effectively and make informed decisions within established frameworks. 

Positive and adaptable approach to change, with a willingness to support the Trust’s development and evolving needs. 

Able to lead, motivate and inspire others, modelling best practice and supporting the development of colleagues. 

Committed to continuous professional development, keeping knowledge and skills current and sharing learning with others. 

Reliable, trustworthy and professional, demonstrating discretion and accountability at all times. 

Able to work flexibly across Trust locations, travelling between schools as required.

	

	Other
	Commitment to safeguarding and promoting the welfare of children and young people 

Willingness to undergo appropriate checks, including enhanced DBS Checks

Motivation to work with children and young people 
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