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JOB TITLE:  Clerk to the Governors (Purwell Primary School)

SALARY GRADE:  £15 per hour 

1. 	PURPOSE: 

To provide an effective clerking service to the Governing Body. 

2. 	MAIN AREAS OF RESPONSIBILITY: 

· To attend, and take notes at, all meetings of the full Governing Body and its Committees.  To prepare typed minutes for distribution from the notes.

· To liaise with the School Business Manager, Headteacher, Chair of Governors and Chairs of Committees regarding the preparation of agendas and supporting papers for all meetings of the Governing Body and its Committees; and to ensure that standard items, and items referred from previous meetings, appear on the agenda at the appropriate time. 

· To produce, collate and distribute by email, at least 7 days in advance, the agenda and papers to all relevant parties, having liaised with the School Business Manager, Headteacher and Chair.

· To keep a record of governors’ attendance at meetings.

· To liaise with relevant people, prior to the next meeting, to receive an update on progress of outstanding actions.

· To send draft documents to the School Business Manager, Headteacher and Chair, for amendment and/or approval.

· To chair that part of the meeting at which the Chair is elected.

· To organise an induction pack for newly-appointed governors, including details of how to access and operate School Centre.

· To maintain records of current terms of reference and memberships of committees, and subject areas of responsibility for governors.

· To advise governors and appointing bodies of expiry of the term of office before the term expires, so elections or appointments can be organised in a timely manner. 

· To maintain pecuniary interest records for governors, and ensure that relevant school leaders and governors are aware of any conflicts of interest.

· To ensure that relevant documentation and guidance is forwarded to the appropriate governors.

· To ensure that school policies are up-to-date and are reviewed by the relevant Committee or by the Governing Body. 

· To keep up-to-date with current educational developments and legislation affecting school governance. 

· To maintain archived materials, on school premises.

3.	REPORTING 
The Clerk reports to the School Business Manager (and is also accountable to the Headteacher and to the Governing Body).

. 

PERSON SPECIFICATION

	Competencies
	Skills and abilities

	Skills, knowledge and aptitude
	· Accurate minute taking.
· Good listening, oral and literacy skills.
· Strong IT skills.
· Able to prioritise own work to meet deadlines.
· Strong organisational skills.
· Good record keeping.
· Able to learn and understand legislation.

	Qualifications and training
	· Willing to attend appropriate training and development.

	Experience
	· Working in an environment requiring initiative and self-motivation.
· Experience of an educational environment desirable, but not essential.

	Personal attributes
	· Discretion in handling of confidential information.
· Impartiality.
· Flexible approach.
· Willing to learn.
· Able to adapt to change.
· Good interpersonal skills.
· Eye for detail.
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