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Job description: Governance Officer 
You will be a critical member of the Governance Team with your finger on the pulse of governance delivery within your cluster.  Ensuring rigour, efficiency and meaningful undertakings at school level for our volunteers and facilitating communication between different levels of governance and between schools.
Department: Governance 
Manager: Head of Governance 
Flexible working: Hybrid with travel as required to academies and other locations as necessary. 
Salary: OAT Central 12 – 14 (London weighting)
Part-time: 22.5 hours 3 days per week, term time only (39+2 weeks) Some evening work may be required.









.

The Role
To coordinate and support local governing body (LGB) activities, support governor recruitment, training, and governor panels for OAT’s schools (remotely clerking), including ensuring a smooth process of agenda-setting and LGB meeting management throughout the academic year. 
You will provide support, advice and guidance to the LGBs and chairs, and deliver high-quality governor recruitment, training and board evaluation to sustain the strategic development of schools’ LGBs. You will guarantee high-quality governor panels for exclusions, suspensions, complaints and any other matters through the organisation of panel paperwork, governor participation and clerking of hearings, ensuring compliance with all statutory regulations.
LGBs play a critical role in ensuring schools are connected to and responsive to their local communities. They contribute to the Trust’s understanding of a school’s effectiveness, support local accountability, and help ensure the delivery of the Ormiston education priorities. This role exists to strengthen that local connection and improve governance effectiveness across a group of schools.
You will ensure compliance with statutory requirements and guidance including directives from OAT regarding website and policy procedural matters.
This post will report into the Head of Governance and will work with governance team and a wide range stakeholders to ensure effective delivery. 
Key responsibilities
Governing body delivery
To undertake all aspects of a clerking service (scheduling, agendas, papers, attendance, formal minutes, correspondence) for all LGBs and related meetings across OAT schools in your allocated cluster/region, in line with the overall OAT schools’ approach.
Ensure statutory information about governance is collated and supplied in a timely manner for publication on academy websites
To support Chairs of Governors, Principals and other appropriate staff with all aspects of LGB reporting and management.
To support two-way information flow between the Trust board and the LGB.
Contribute to internal reporting on LGB effectiveness and governor engagement, helping to evidence the impact of governance at a local level.
Governing body development
To undertake recruitment of new governors in line with the overall OAT schools approach, and undertake all aspects of governor appointment, record-keeping and membership monitoring for cluster/regional LGBs.
To co-ordinate and deliver cluster/regional-based governor induction and training, online and in-person, aligned with the OAT schools’ governor development offer.
Ensure a high-quality and consistent induction process is delivered for all new governors and especially for Chairs, in line with the Trust’s development offer and expectations.
Support ongoing development and coaching for governors to strengthen leadership capacity within LGBs.
To establish and develop greater joint working between your clusters /region’s governing bodies including exchange of good governance practice and ideas.
To support the monitoring and effectiveness of LGB delivery in your cluster/region’s OAT schools, identifying and prioritising areas to be resolved/improved.
Identify underperforming LGBs and work with relevant stakeholders to put in place targeted support and interventions.
To work with other relevant colleagues to co-ordinate the development and maintenance of key governance stakeholder relationships and community links for your cluster/region’s OAT schools.
Develop strong and purposeful relationships with multiple stakeholders including the Chairs of Governors, Principals, Principals’ PA Education Directors and key stakeholders to ensure effective collaboration and timely support.
Support LGBs to understand and contribute to the civic and community role of their schools, including signposting and facilitating local partnerships where appropriate.
To ensure that the OAT governance team provides an exemplary service to its academies.
Proactively gather feedback and insights from LGBs to help inform Trust decision-making, including identifying common themes, local priorities, and areas of concern.
Support a clear and timely feedback loop between the Trust and LGBs, ensuring communication is two-way and purposeful.
Actively collaborate with other governance officers and central colleagues to share practice, support wider Trust governance activity, and contribute to a cohesive governance service.
Governor panel delivery
Coordinate and clerk formal hearings and panels relating to exclusions, suspensions, complaints, staff disciplinary matters, grievances, capability, redundancy and other sensitive employee relations matters. This includes managing logistics, securing appropriate panellists, clerking hearings, producing accurate minutes, drafting decision letters and arranging Independent Review Panels where required. Support HR and schools with the preparation and quality assurance of documentation for complex and sensitive hearings, ensuring panel papers are accurate, complete and prepared in line with governance and procedural requirements.
To provide clerking cover for panels for colleagues across cluster/regions.
To deliver governor training around panels for the cluster/region, in-line with the governor development offer.

Other
To attend Governance Team meetings, forums, team meetings (with at least 6 in-person at the Birmingham Central office).
To undertake any other reasonable additional duties relating to governance of your cluster/region’s OAT schools as requested by the Head of Governance and or NLG member.
Escalate governance concerns, compliance breaches and governance risks to the Head of Governance where appropriate.
To engage in relevant training and development as appropriate.
Confidently use digital tools (e.g. M365, online survey platforms, and governance portals) to support efficient administration and communication.
Uphold and demonstrate commitment to the Trust’s values in all work with governors, staff, and community stakeholders.
Promote and maintain the highest standards of safeguarding and child protection at all times.
Demonstrate a proactive approach to equality, diversity and inclusion in all aspects of the role.
Person Specification 
	Knowledge and Qualifications
	Essential
	Desirable

	Sound educational background including GCSE Maths and English (A*-C) or equivalent.
	✔
	

	Professional governance qualifications.
	
	✔

	Evidence of commitment to continuous professional development.
	
	✔

	A strong understanding of what good governance should look like, within a school setting. 
	✔
	

	Experience
	
	

	Demonstrative experience in a similar role within the education sector. 
	✔
	

	Demonstrative experience of delivering to deadlines and achieving set targets to a high standard. 
	✔
	

	Demonstrative experience of prioritising workload effectively to gain maximum productivity.
	✔
	

	Skills 
	
	

	Ability to take accurate and professional minutes of meetings.
	✔
	

	Excellent planning and organisational skills, demonstrating the ability to work accurately and methodically, whilst always maintaining strong attention to detail.
	✔
	

	Ability to work independently using own initiative.
	✔
	

	Ability to plan and manage own workload in line with Trust priorities
	✔
	

	Ability to produce engaging oral and written communication.
	✔
	

	Strong IT Skills including Microsoft Office suite and dedicated software such as GovernorHub.
	
	✔

	Ability to advise, recommend and influence a correct course of action. 
	✔
	

	Ability to provide and seek relevant advice to and from various sources. 
	✔
	

	Risk awareness and the ability to articulate risks in context. 
	✔
	

	Ability to maintain accurate and efficient records. 
	✔
	

	The ability to understand individuals’ skillsets and assess suitability against OAT’s requirements when recruiting new governors. 
	
	✔

	Personal Attributes 
	
	

	Be a person of integrity, demonstrating confidentiality, respect and empathy towards others.
	✔
	

	Confidence to challenge when necessary.
	✔
	

	Capacity to be flexible and adaptable.
	✔
	

	Strong interpersonal skills and the ability to form and maintain appropriate relationships with multiple stakeholders. 
	✔
	

	Commitment to safeguarding and promoting the welfare of children.
	✔
	

	Commitment to professional development to maintain knowledge and improve practice. 
	✔
	

	Full driving licence and ability to drive to all school locations.
	
	✔
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