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	POST TITLE: COMPLIANCE ADMINISTRATOR

	OVERALL PURPOSE OF THE POST

	The Governance & Compliance Administration Administrator provides high-quality administrative and organisational support to the Director of Governance, Risk & Compliance and the wider Trust.

The postholder is responsible for the efficient administration of governance processes, statutory records, deadlines, systems and central office operations, ensuring accuracy, timeliness and consistency across the Trust.

The role is administrative and process-focused, enabling senior leaders to concentrate on strategic governance, assurance and regulatory oversight.


	MAIN DUTIES AND RESPONSIBILITIES

	1. Governance Administration & Records

· Maintain accurate and up-to-date records of:
· Trustees, Members and Local Governing Body (LGB) governors
· Terms of office, categories and roles
· Attendance records
· Training records

· Administer the recruitment and onboarding process for Trustees and governors, including:
· Advertising vacancies
· Issuing application paperwork
· Coordinating induction documentation
· Liaising with HR/People teams regarding required checks

· Maintain and update:
· Declarations of Interest registers
· Code of Conduct sign-offs
· GovernorHub records

· Ensure all governance information is accurately reflected on:
· ACET internal records / GovernorHub / GIAS / Trust and academy websites and all these platforms are regularly monitored and kept up to date.

2. Meeting Administration (Trust Board & LGBs)

· Prepare and manage governance calendars and meeting schedules

· Support the Director of GRC with:
· Collating agenda papers for both Trust and Local level meetings
· Uploading papers to GovernorHub by agreed deadlines
· Circulating meeting documentation

· Clerk meetings where required, including:
· Taking accurate minutes
· Recording decisions, actions and responsibilities
· Uploading approved minutes and action logs

· Track and follow up actions arising from meetings and alert the Director of GRC to overdue actions

· Administratively manage the booking of Permanent Exclusion meetings

3. Policy & Compliance Administration

· Support the Director of GRC with maintaining the Trust policy register and review schedule

· Track policy review and approval deadlines

· Ensure approved policies are:
· Uploaded to Trust and academy websites or archived correctly

· Support compliance monitoring by maintaining records and evidence logs as directed

4. Website & Statutory Information Administration

· Update Trust and academy websites to ensure:
· Statutory governance information is published
· Policies and required documents are current
· Governance sections are accurate and complete

· Carry out regular administrative website checks using agreed checklists

5. Central Office & Administrative Support

· Manage ACET House administration, including:
· Incoming post and deliveries
· Central phone lines
· Meeting room bookings
· Central Trust and Governance inbox management.
· Central Team course bookings

· Support to plan and organise trust wide events

· Maintain stationery and office supplies, ensuring appropriate stock levels

· Provide general administrative support as required

6. Systems & Data Accuracy

· Maintain secure and orderly digital and paper records in line with:
· Data protection requirements
· Trust retention schedules

7. General Responsibilities

· Work in accordance with:
· Trust policies and procedures
· Data protection legislation
· Safeguarding requirements

· Maintain confidentiality at all times

· Support the Trust’s ethos, values and commitment to safeguarding

· Undertake training and development as required

· Carry out other administrative duties appropriate to the role, as directed by the Director of GRC

The role is based at ACET House but may involve working at other academies/locations in the trust.

	OTHER

	All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the academy/trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET academies, as required (with travel payment if appropriate).

The purpose of this job profile is provide an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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