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Job Description – Governance professional (Clerk to the trustees)
	Reporting to:
	Chair of Trustees

	Main purpose of the role:

	Provide advice and guidance to; 

· Members

· Trustees
· Trading Arm Directors

· SLT and staff

· regarding constitutional and procedural matters related to academy governance 
· ensure that they work in compliance with the appropriate legal and regulatory    frameworks,
·  understand the potential consequences for noncompliance
· provide administrative support to the above when required 
· act as Company Secretary (where agreed)


	Liaising with:
	Chair of Trustees, other trustees, Members, the Headteacher and SLT, staff, and parents 

	Working time:


	22 hours per week  (43 weeks per year).  The majority of Trustees meetings are held on Monday evenings during term time.  The Members meet three times a year on agreed dates 

	Salary/grade:
	Grade D /E (27,780- £36,369) Pay award pending 1 April 2026


	Provide advice on compliance pertaining to governance of the College
	· Advise on core functions and Department for Education statutory requirements 
· Advise on Governance legislation and procedural matters where necessary before, during and after meetings. 

· Know where to access appropriate legal guidance, in order to support the Trustees and Members and advise on any changes to their responsibilities 
· Ensure trustee compliance with the regulatory framework for governance (Company Law, Charity Law, Articles of Association and Funding Agreement 

· Advise the Trustees and Members on best practice in relation to the scheme of delegation 

· Ensure that College statutory policies are in place, and that staff revise these when necessary. 

· Support Trustees and Members with induction and training materials and ensure they have access to appropriate documents, including the college Code of Conduct. 

	Effective administration of meetings
	· Prepare an annual schedule of meetings to compliment structured agendas considering the College calendar and deadlines

· Liaise with those preparing papers to make sure they are available on time, and distribute the agenda and papers as required by legislation or the Articles of Association and good practice ; 

· Check meetings are quorate and record the attendance/ apologies /declarations of interest and a record of votes and decisions 

· Draft minutes of Trustees, Members and committee meetings, indicating who is responsible for any agreed action with appropriate  timescales.
· Send drafts to the lead Chair  within 7 days of the meeting and where agreed to the headteacher and make available the reviewed draft to all Trustees/ Members and Committees and other relevant bodies as appropriate 
· Follow-up any agreed action points with those responsible and inform the Chair of progress.

	Complaints, exclusion reviews, appeals and grievance panels 

 (These meetings take place on an adhoc basis)
	· Determine the relevant procedures required to address specific issues
· Arrange panel dates in liaison with relevant participants 
· Prepare the agenda and information pack and issue to all attendees. 

· Attend meetings and minute proceedings.
· Type letter to attendees with the Trustees decision and post within the agreed deadline of the meeting.   

· Send a copy of the decision letter and/or minutes to the attendees as appropriate and to the college for filing   

	Membership
	· Advise Trustees and Members in advance of the expiry of their term of office to determine the impact of this on the Trustees and Members capacity and skills set  
· Maintain accurate records of trustees and members terms of office on all required platforms and update as changes occur
· Establish, in discussion with the Trustees and Members, timely, open and transparent recruitment processes and procedures for election and appointment 
· Ensure Disclosure and Barring (DBS) has been carried out when it is appropriate to do so. 

· Maintain a record of training undertaken by Trustees and Members
· Advise the Trustees and Members on succession planning (for all roles, not just the chair).

	Manage Information
	Maintain records of ;

· current terms of reference and membership of any committees working parties and any nominated role e.g. SEND 

· signed minutes of meetings in college and ensure copies are sent to relevant bodies on request and are published as agreed at meetings; 

· Trustees and Members correspondence. 

· statutory policies and other college documents approved by the Trustees and Members and published as agreed.

	Other Duties: 
	· Check that all relevant child protection policies are in place and concerns are raised in accordance with these policies
· To liaise with the Chair of Trustees regarding any parental complaints.  
· Undertake appropriate and regular training and development to keep updated with changes to legislation and good practice.  
relevant to Trustees and Members  
· To respond to   questions from Trustees and Members via email as required.
· To deal with incoming correspondence and keep an ongoing list of correspondence received and report this to Trustees and Members meetings
· To carry out any actions assigned to the Clerk at Trustees, Members and Committee meetings



	Other Specific Duties:

	Whilst this information states the main duties and responsibilities of the post, not all individual tasks are identified.  Employees will be expected to comply with any reasonable request to undertake work of a similar level that is not specified in this job description. 
Employees are expected to be familiar with, and comply with, the College code of conduct 

The college will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Trustees/Members to reflect or anticipate changes in the job commensurate with the grade and job title.

Date:   Monday 20th April 26


Person Specification

	Area 
	Essential
	Desirable

	Qualifications and Experience
	· 5 GCSE’s including English and Maths

· Competent Digital and IT proficiency
· Research skills


	· Governance professional accreditation

· Other relevant school Governance experience

· Transferable skills developed in alternative business situations

· Use of Microsoft office (word, excel, and teams) email and cloud-based systems for document management

· Proactive problem solving 

	Professional 

Development and training
	· Be able to demonstrate a willingness to attend appropriate training and development
· have already attended or make a commitment to attend the National Training Programme for Clerks or its equivalent.
	· Willingness to quickly understand the safeguarding framework in relation to students and staff

	Personal attributes and aptitudes
	· have highly developed interpersonal skills

· Ethical integrity, confidentiality and impartiality 
· Commitment to Nolan principles of public life

· have an openness to learning and change

· ability to challenge appropriately
	· ability to build and maintain positive professional working relationships with stakeholders

	Knowledge and Skills
	· Highly effective communication listening, oral and literacy skills 
· writing agendas and accurate concise minutes

· Well-developed digital and ICT skills
· Ability to plan strategically
· Excellent time management and prioritisation
· organising meetings

· record keeping, retrieval and dissemination of information 
	· knowledge of education regulatory framework knowledge  eg school, funding , Academy trust handbook

	Additional requirements
	· have a flexible approach to working hours

· Be able to travel to meetings

· Be available to be contacted at mutually convenient times
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