










 

Clerk to Governors Job Description 
Reports to: Head of Governance and Compliance 
 
Job Purpose: 
This individual is a governance professional whose role is to provide advice and 
guidance to the governing body on governance, constitutional and procedural matters. 
A professional clerk will contribute towards the efficient and effective functioning of the 
governing body by providing: 

• Administrative and organisational support 
• Guidance to ensure that the LGB works in compliance with the appropriate 

legal and regulatory framework and understands the potential consequences 
for non-compliance 

• Advice on procedural matters relating to the operation of the LGB and it’s 
place within the wider governance structure of the MAT.  

 
Key Accountabilities: 

• Working with others to prepare agendas and liaising with those preparing papers 
to make sure they are available at least seven days before the scheduled 
meeting. 

• Convening meetings and distributing papers as required by legislation. 
• Ensuring meetings are quorate, inclusive and well structured.  
• Overseeing the election of the Vice-Chair and liaising with the board of trustees 

over the appointment of the Chair.  
• Recording attendance/apologies/absence and taking appropriate action in 

relation to absences. 
• Taking minutes indicating who is responsible for any agreed actions with 

appropriate timescales; working with the Chair and Head Teacher to amend and 
approve draft minutes 

• Circulating approved minutes to all governors/trustees/the Head Teacher within 
the agreed timescales and agreed distribution processes.  

• Following up on action points with those responsible and informing the chair of 
progress.  

• Advising on legal duties and governing practice. 
• Advising on constitutional requirements 
• Advising on statutory guidance and policies 
• Advising on annual tasks and decisions, using trust wide processes that are 

provided 
• Accessing external advice, as appropriate, through vehicles such as the NGA, 

Local Authority. 
• Liaising with the Head of Governance and Compliance to remain current and in 

line with wider trust governance systems and structures.   



 

• Maintaining membership records including the contact details of members, 
terms of office and informing any relevant authorities of changes to membership 
details.  

• Advising governors and appointing bodies in advance of the expiry of a term of 
office and the impact of this on the boards capacity, diversity and skills mix.  

• Establishing, in discussion with the Chair and Head of Governance and 
Compliance, open and transparent recruitment exercises and where necessary, 
organising efficient procedures for election and appointment.  

• Liaising with the trust HR team regarding governor appointment and ensuring 
that all relevant statutory checks have been undertaken.  

• Advising the LGB on succession planning for all roles. 
• Maintaining governing documents such as signed minutes. 
• Collating, maintaining and ensuring correct publication of information about 

governors such as pecuniary interests.  
• Maintaining a record of the LGB training undertaken.  
• Maintaining records of LGB correspondence 
• Maintaining GovernorHub  
• Drafting correspondence on behalf of the LGB. 

 
Person Specification 
Criteria which will be measured at application and interview 

• Educated to at least NVQ level 3 – or equivalent 
 
Essential: 

• 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 
• Fully conversant with IT and competent user of word processing, email, 

spreadsheet and applications 
 
Desirable: 

• Previous experience of acting as a clerk to a governing body 
• Knowledge or previous experience of education legislation, guidance and legal 

requirements 








