[image: ]
Governance Professional
Job Description
Purpose of the job
The Governance Professional supports the effective governance and leadership of the Trust. The role combines governance and administrative expertise to ensure all statutory and regulatory requirements are met by trustees and governors.  
The Governance Professional also provides administrative support to the Chair of the Trust and to the Executive Principal (approximately 20% of the role).

Reporting to
Executive Principal (line manager) and the Chair of the Trust

Pay Scale
L5B 1/5 – L6A 3/3 (depending on experience).

Main responsibilities
Trust Governance 
· Plan and coordinate meetings for the Board of Trustees, its committees and the Local Governing Bodies.  This includes scheduling meetings and agenda preparation, as well as collating and distributing papers.
· Organise and attend meetings to ensure they are inclusive and well structured.  Record minutes and circulate these within two weeks, monitor actions and ensure they are followed up effectively.
· Ensure the Trust and academy policies are maintained and reviewed by policy owners to an agreed schedule or following changes in legislation and are kept up-to-date on the Trust website.  
· Coordinate the recruitment, vetting checks, onboarding and succession planning of trustees and governors, taking account of any existing skills gaps and promoting diversity of board membership.
· Organise and record training and development activities for trustees and governors to enhance their understanding of governance responsibilities.
· Manage, maintain and publish accurate records of committee terms of reference, membership of committees and nominated governors, ensuring that they are properly constituted.
· Manage and maintain records of trustee and governing body correspondence, governance activities, link governor visits,  trustee & governor declarations, and other compliance documents.
· Ensure compliance with statutory requirements, regulations and policies.
· Keep up-to-date on changes affecting school governance and meet with relevant professional organisations and networks. Advise trustees and governors on governance best practice, procedural matters, schemes of delegation and legal obligations. 
· Work collaboratively with other key Trust functions, including senior leadership, IT, Finance, HR, Marketing and Facilities,  so that governance supports and enables the operational delivery of strategic objectives.
· Coordinate and manage the logistical arrangements and communications associated with formal panel hearings, including permanent exclusions, formal complaints, staff capability, grievance, disciplinary or whistleblowing.  Attend meetings as a notetaker and ensure records are maintained appropriately.

Support to Chair of Trustees and Executive Principal (approx. 20% of the role)
· Proactively manage and coordinate diaries to optimise schedules for meetings, appointments and travel.
· Assist with organizing events, visits, and engagements involving the Chair or Executive Principal.  Ensure logistics for meetings are arranged, including venues, equipment, and refreshments.
· Handle correspondence on behalf of the Chair and Executive Principal, drafting responses where required.
· Act as a first point of contact for Trust matters.
· Prepare briefing papers, presentations, and other documents for meetings.
· Handle administrative tasks efficiently.

Safeguarding responsibilities
· Promote and safeguard the welfare of all children and young people within the Trust.
· Uphold public trust and maintain high standards of ethics and behaviour, within and outside school by:
· treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to the school environment;
· promoting and safeguarding students’ wellbeing;
· showing tolerance of and respect for the rights of others and promoting a culture of inclusion.

General responsibilities
· Have a proper and professional regard for the ethos, policies and practice of the Academy and Trust.
· Have an understanding of, and always act within, the relevant  professional standards and statutory frameworks.  This includes those relating to Health & Safety, security, confidentiality and data protection.  

Please note that this is illustrative of the general nature and level of responsibility of the role and not a comprehensive list of all tasks. The postholder may undertake other duties appropriate to the role.  This job description may be subject to amendment at any time after consultation with the postholder.

Person Specification 
	[bookmark: _Hlk94628137]Qualifications and Experience
	Essential
	Desirable

	Strong demonstrable administrative experience
	
	

	Demonstrable experience of writing agendas and accurate minutes
	
	

	Experience of organising meetings
	
	

	Previous experience of governance or clerking within an educational or similar setting.
	
	

	Previous experience in a PA role
	
	



	Professional Knowledge & Understanding
	Essential
	Desirable

	Proficient in using the Microsoft Office suite
	
	

	An understanding of governance and the governing body’s purpose within a school (this may not necessarily be direct experience)
	
	

	Knowledge of Data Protection legislation and knowledge of handling confidential and sensitive information 
	
	

	Knowledge of educational frameworks, procedures, compliance, and statutory requirements.
	
	

	Knowledge of the respective roles and responsibilities of the Trust, governing body and academy leaders
	
	



	Personal Qualities and Skills
	Essential
	Desirable

	Strong written communication skills, with excellent attention to detail
	
	

	Ability to remain impartial and to act with integrity
	
	

	Highly effective communicator, with an ability to build rapport with trustees, governors, parents, children, staff & external agencies
	
	

	Ability to work independently, exercise judgement confidently and take responsibility for tasks, seeking guidance where appropriate
	
	

	Well organised, with excellent timekeeping and ability to work to deadlines
	
	

	Positive and professional attitude, with a strong commitment to delivering a high-quality service
	
	

	Ability to take a flexible approach to working hours
	
	

	Has an openness to learning and continuous improvement
	
	

	Committed to promoting & safeguarding the welfare of all children and young people within the Trust
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“One community. Many ideas. Everyone’s future”
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