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	Post title:
	[image: image1.jpg]Governance Clerk/Administrative Assistant

	Salary and grade:
	NJC Spinal Points 12 – 17 (£22,627 – £24,981) FTE (Pro Rata £9,173 - £10,127)


	Contract Type:
	15 hours per week 52 weeks

	Line manager/s:
	Corporate Governance and Policy Manager


Main purpose of the job
Reporting to the Corporate Governance and Policy Manager, the Governance Clerk/Administrative Assistant is responsible for the administration of Trust business, including general administration and the minuting of formal Governing Body meetings.
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Person Specification 
	
	Essential
	Desirable

	Qualifications
	· The successful candidate will demonstrate a willingness to attend relevant training.
	

	Experience
	The successful candidate will have experience in the following areas:

· Record keeping

· Information retrieval 

· Dissemination of data and documentation


	In addition, the successful candidate may have experience in the following: 

· Writing agendas, along with accurate and concise minutes

· Organising meetings

· Using the internet to access relevant information

· Developing and maintaining contacts with outside agencies

· Working in an environment where they had experience of taking initiative

· Working as part of a team 



	Skills and knowledge
	The successful candidate will have the ability to demonstrate the following:

· Good listening, oral and literacy skills

· The ability to organise time

· Working to deadlines


	In addition, the successful candidate may have knowledge of the following:

· Governance procedures

· Educational legislation

· The respective roles and responsibilities of the Trust governance boards
· Equal opportunities and human rights legislation

· Data protection legislation



	Special requirements
	The successful candidate will meet the following requirements:

· The ability to work flexibly at times convenient to the Trust, including evenings

· The ability to travel to meetings

· Being available to be contacted at mutually agreed times


	

	Personal attributes
	The successful candidate will demonstrate the following attributes:

· Personal integrity

· The ability to maintain confidentiality

· The ability to remain impartial

· A flexible approach to working hours

· An openness to learning 

· Good interpersonal skills

· A positive attitude to personal development and training 


	


Key duties and responsibilities





This job description forms part of the contract of the person appointed to this post.  It reflects the position at the present time only and may be reviewed at any time following consultation between the post holder and their line manager.





General


 


Provide administrative support to the Governance and Policy Team, Trust and Local Governing Bodies. 


Maintain accurate and detailed records related to policy review and confidential governance matters.  


Effectively manage information in accordance with legal requirements.





Advising Local Governing Bodies





Act as a point of contact for governors to answer questions concerning procedural matters.


Keep Trust Governance Boards up-to-date with any changes in legislation which are likely to affect Trust governance of the school. 


Keep Trust Governance Boards up-to-date with the annual calendar of governance meetings. 








Administration of meetings





Ensure that all the appropriate preparation and paperwork is ready prior to the meetings. 


Record attendance at all meetings, taking responsibility for dealing with absences, including providing absent Governors with details of upcoming meetings. 


Ensure all meetings are quorate (a minimum number of voting members are present). 


Recording accurate draft minutes of meetings and forwarding to the Chair for confirmation in the agreed time 


Ensuring draft minutes of all governance board meetings include agreed actions, the responsible person and the expected timescales.


Follow up on any agreed action points with those responsible, keeping the Chair informed of any progress.








Membership





Keep Governance and Policies Manager informed of any changes to membership and any upcoming expiring memberships, to allow appointments and elections to be planned in advance. 


Monitor attendance at governor meetings, advising the chair of any potential disqualifications through inadequate attendance. 





Information management





Inform the board and other relevant bodies of any changes in the personal information of Governors.


Monitor and review all the terms of reference and membership lists of the committees.


Maintain records of all Governance Board correspondents.  


Maintain records of signed meetings, and ensure copies are sent to all the relevant parties. 


Ensure that school websites contain all the information which is required in order to meet statutory requirements.





Personal development





Regularly undertake training which improves and maintains your knowledge and ability to perform your duties.  


Keep up-to-date with any developments in the education sector.


Keep up-to-date with legislation which is likely to impact the Trust. 


Take part in regular performance reviews and self-evaluation.





Additional duties





Organise training for governors.   


Maintain and review a selection of guidance documents from the DfE and any other relevant authorities. 





Safeguarding





Nexus Multi Academy Trust School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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