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Person Specification for Clerk to Governors Role
	Quality
	Essential
	Desirable
	Assessed by

	Qualifications
	· GCSE x 4 at grade C or above or equivalent, including English and Maths
	
	Application Form

	Experience
	· Minute Taking
· Microsoft Word
	· Previous work as a Clerk to 
Governors
	

	Skills
	· Well organised
· Ability to work constructively as part of a team
· Ability to work alone under instruction
· Good Communicator both written and verbal
· Excellent word processing skills
· Proficiency as a minutes secretary
· Ability to absorb regulations and procedural information and communicate this.
	
	Application form, interview and references

	Personality
	· Confident with a positive attitude
· Self-motivated
· Flexible
	
	Interview and references

	Requirements
	· A genuine interest in aiding the progress of Winterslow Primary School
· Committed to safeguarding and promoting the welfare of children
· Awareness of Health and Safety issues and commitment to work within safety guidelines
· Work within school policy guidelines
· Enhanced DBS clearance
	
	Interview




At Pickwick Academy Trust we are committed to safeguarding children and promoting the welfare of children and young people and we require anyone joining our school to actively contribute to this commitment.  All successful candidates will be subject to Disclosure and Barring Service (DBS) checks along with other relevant employment checks.
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