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Position

	
Governance  Officer

	
Grade
	
Surrey Pay  
PS5


	
Department

	
Administration
	
Work Pattern


	
Average of 14 hours per week including evening meetings.

This is a hybrid role where the postholder will be able to undertake some remote working.


	
Line Manager(s)

	
Chair of Trust Board 
Chart of Local Governing Committee
CFOO (Company Secretary)

	
	



Job Profile

	
Job Purpose


	
The Governance Officer supports the effective governance of the Trust and its committees by providing expert advice, clerking services, and administrative support to the Trust Board and Local Governing Bodies.  The role ensures compliance with statutory and regulatory requirements, promotes best practice, and contributes to the development of strong governance across The Trust. 

This role is central to ensuring that the Trust Board and Local Governing Committees are well-supported, compliant, and effective. 

Key aspects of the role will include:

· Provide high-quality clerking and administrative support for the Trust Board and its Committees. 

· Ensure the Trust’s governance operates efficiently and effectively and is always fully compliant with statutory and regulatory requirements. 

· Support the implementation and smooth running of governance processes in line with the Trust’s Scheme of Delegation. 

· Act as a point of reference for procedural advice and practical support, ensuring Trustees/Governors can focus on their core strategic functions. 

· Ensure that meetings are well-organised, properly documented and compliant with statutory and Trust requirements.

· Support Trustees and Governors by managing meeting logistics, preparing agendas and papers and accurately recording minutes and actions.







	
Key Responsibilities 


	
1.0 Organisation and Administration of Trust Board Meetings

1.1 Maintain an Annual Governance Calendar, aligned with the Trust’s Scheme of Delegation, Articles of Association, and statutory requirements as they relate to multi academy trust governance.

1.2 Prepare, consult on and set annual agenda planners for Trust Board, Trust Committees and Local Governing Committee meetings.


1.3 Organise and clerk Trust Board and Committee meetings, including having oversight of the agenda planning process. Liaise, as necessary, with colleagues preparing meeting papers to ensure that they are submitted and circulated in a timely manner for meetings.

1.4 Ensure that all meetings are quorate, that actions arising are recorded and tracked and that accurate minutes are taken in all meetings and circulated within agreed timelines. Consult with all colleagues who have been delegated an action from a Trust Board/Committee meeting to ensure they are aware of their action and the timescale for completion.

1.5 Ensure that an appropriate Register of Attendance is taken at each Trust and Committee meeting and collate an analysis of Trustee/Governor attendance at all meetings for publication in the Annual Report and for audit purposes.

1.6 As required convene meetings of the appointed Committee(s) to consider any referrals/recommendations received from the Trust in relation to student or staff conduct. To manage all arrangements associated with these meetings including the distribution of paperwork to all relevant parties.

1.7 Support the Trust Board/Local Governing Committees in relation to the receipt and review of parental complaints received in accordance with the Trust’s Complaints Procedure. To manage the distribution of all paperwork related to that process and any meetings held to consider the complaint.

1.8 Maintain the Trust’s governance platform/portal and document library.

2.0 Governance Constitution, Membership and Structure

2.1 Maintain up to date records of Members, Trustees and Governors and their terms of office, informing the Trust Board, CFOO, and any relevant authorities of any changes to the membership. 

2.2 Notify Trust Board and appointing bodies in advance of the expiry of a term of office, so elections or appointments can be organised in a timely manner.

2.3 Alongside the CFOO, to oversee the recruitment and appointment of members, Trustees and Governors as required ensuring that all recruitment procedures and processes are strictly adhered to.

2.4 In consultation with the Chair of Trust Board and CFOO to have oversight of the election of Parent and Staff Governors.

2.5 In conjunction with Chair of Trust Board develop, maintain and deliver an induction programme for newly appointed Members, Trustees and Governors.

2.6 In partnership with the CFOO maintain a register of Trust Board pecuniary interests and ensure the record of Trustees and Governors’ interests is reviewed regularly and communicated to the Trust.

2.7 In the absence of the CFOO chair that part of the meeting at which the chair is elected, giving procedural advice, as necessary.

3.0 Governance Compliance and Process

3.1 Provide impartial procedural advise in accordance with the Scheme of Delegation.

3.2 Ensure Trust Board compliance with the Trust’s Articles of Association, Funding Agreement(s), Scheme of        Delegation and Academy Trust Handbook as they relate to Trust governance.

3.3 Maintain Standing Orders, Terms of Reference and Code of Conduct for the Trust Board and Committees undertaking an annual review to ensure that they reflect current governance practice. 

3.4 Manage the Trust’s policy process, co-ordinating reviews/revisions in line with statutory requirements, incorporating feedback from Trustees. Ensure that all approved policies are circulated and published in line with statutory and Trust requirements.

3.5 Coordinate a programme of regular evaluation of the quality of governance, including skills audits and individual reviews for those involved in Trust governance. Support the CFOO regarding internal scrutiny as it relates to governance. 

3.6 Keep Trustees and Governors informed of relevant training and development opportunities. 

4.0 Administrative Efficiency and Continual Improvement

4.1 Streamline governance administration to build capacity for the CFOO and Chair of Trust Board.

4.2 Identify opportunities to improve governance process and documentation.

4.3 To attend training courses and to be proactive undertaking research to stay updated on governance best practice and regulatory changes.

5.0 Other 

5.1 To undertake any other tasks or duties as may be reasonably required in accordance with the responsibility 
       level of this position.

5.2 To ensure compliance with all Trust policies and procedures and continually promote and support the ethos of 
       the Trust.




Employee Specification

	
Qualifications

	
GCSEs or equivalent at Grade C/Level 4 English and Maths 
	
Essential

	
Knowledge and Experience

	
Proven administrative experience in a school, trust, or other professional setting
	
Essential

	
Proficiency in Microsoft Office applications and O365
	
Essential

	
Experience of meeting management and minute taking in education sector or other professional setting
	
Essential

	
Understanding of basic principles of governance as they relate to the educational sector
	
Desirable

	
	

	
Abilities and Skills

	
Ability to demonstrate high standards of customer service
	
Essential

	
Strong written and verbal communication skills
	
Essential

	
Ability to communicate sensitively and with complete discretion 
	
Essential

	
Excellent time management skills and ability to work under pressure
	
Essential

	
Strong organisational skills and attention to detail
	
Essential

	
Ability to work flexibly and to work effectively as a member of a team
	
Essential




image1.png
INSTANTER

LEARNING TRUST





