BERNARDS HEATH JUNIOR SCHOOL
Clerk to the Governing Body – Person Specification

1. Skills, knowledge and aptitude
· good listening, oral and literacy skills
· ability to write agendas and record accurate and concise minutes
· good ICT skills and good working knowledge of the internet
· ability to organise own time, be aware of and work to deadlines
· ability to keep records, retrieve and disseminate information
· willingness to access and understand relevant legislation, guidance and procedures and disseminate this accordingly
· confidence to remind governors of their responsibilities and duties as required.


2. Qualifications, training and experience
· working knowledge of best practice for drafting agendas and recording minutes
· experience of administrative support role
· willingness and availability to attend appropriate and ongoing training and development, e.g. the National Training Programme for Clerks
· willingness to adapt to latest Department for Education requirements and guidance, e.g. Clerking Competency Framework, April 2017.



3. Personal attributes
· excellent communication and interpersonal skills
· effective team player
· ability to take initiative
· self-motivation
· integrity
· reliability
· respect for confidentiality
· flexible approach to working hours and effective time management
· willingness to learn
· ability to recognise and adapt to change.
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