	Role Title

	Clerk to Governors 2

	Grade
	4

	Job Reference
	

	Job Variation Reference
	

	School
	

	
	

	Main purpose of the role

	To provide support to the governing body in the performance of its statutory duties. To work effectively with the chair of governors, head and other governors and provide advice on constitutional matters, duties and powers, working within the current legislative framework.


	Core responsibilities and tasks

	  Key duties:
1. Convene all meetings of the governing body, including preparation and circulation of the agenda and supporting papers, in consultation with the Chair and Head 

2. Provide advice and guidance relating to constitutional matters in accordance with the Instrument of Government, School Government Regulations ‘Guide to the Law’ and any circulars.

3. Provide advice to the governing body on procedural issues

4. Update and maintain statutory policies as agreed with the governing body 

5. Attend and minute each meeting 

6. Assist with the monitoring of actions and action plans resulting from meetings 

7. Maintain records of governing body membership, attendance at meetings, vacancies and terms of reference 

8. Act as a link between the governing body,  the school,  Local Authority (LA) and other agencies

9. Maintain a register of governors’ pecuniary interests  

10. Support the appointment and induction of new governors, including provision of all necessary documentation available from the LA, church / diocese or nationally.

Individuals in this role may also:
1. Undertake research and provide information to the governors as required

2. Provide training to governors in areas appropriate to the clerking role.



	Knowledge, skills and experience 

	· Knowledge / skills in business administration.

· Requires skills/knowledge of School Governor Regulations and additional skills and knowledge relating to the roles and responsibilities of school governing bodies equivalent to Clerk to Governors qualification at Level 3.




