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The Streetly Academy - Person Specification –Clerk to Governing Body
	
	Essential
	Desirable
	

	Qualification
	
	
	

	Minimum Maths and English GCSE Grade 5 or equivalent
	(
	
	AF

	Certificate in the Clerking of School and Academy Governing Boards
	
	(
	AF

	Other qualifications relevant to the Role
	
	(
	AF

	
	
	
	

	Knowledge and Experience
	
	
	

	Knowledge of governing body procedures and /or experience which demonstrates the ability to gather and analyse information for research purposes
	(
	
	L, R, I

	Experience of writing agendas and accurate, concise minutes
	(
	
	L, R, I

	Experience of organising meetings and record keeping
	(
	
	L, R, I

	Ability to develop and maintain contacts with outside agencies e.g. Governor Support
	
	(
	L, R, I

	Ability and willingness to work individually, using own initiative
	(
	
	L, I

	ICT literate 
	(
	
	AF, 

	Knowledge of educational legislation, guidance and legal requirements 
	
	(
	L, R, I

	Knowledge of the respective roles and responsibilities of the Governing Board, Principal, the LA and the DfE
	
	(
	L, R, I

	Awareness of data protection legislation to handle information securely in a confidential and impartial manner
	
	(
	L, R, I

	
	
	
	

	Skills and Abilities
	
	
	

	Strong interpersonal skills and ability to maintain effective professional working relationships with people at all levels
	(
	
	R,I

	Excellent listening, oral and literacy skills
	(
	
	R,I

	Effective time management skills 
	(
	
	R,I

	Ability to work under pressure and deliver to specific deadlines
	(
	
	R,I

	Ability to maintain confidentiality 
	(
	
	R,I

	
	
	
	

	Personal Attributes
	
	
	

	Professional but friendly and approachable manner 
	(
	
	R, I

	Flexible, with the ability to respond to changing or unforeseen circumstances
	(
	
	I

	Diligent and conscientious and must be proactive
	(
	
	R, I

	Resilient, committed
	(
	
	R, I

	Must take pride in high work standards 
	(
	
	R, I

	Self-motivated
	(
	
	R, I

	A team player with a ‘can-do’ attitude 
	(
	
	R, I

	
	
	
	

	Special Requirements
	
	
	

	Ability to work at times convenient to the governing board, including evenings
	(
	
	L,I

	Available to be contacted at mutually convenient times
	(
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