
	


OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Clerk to the Governing Body



	Directorate:  
	People
	Division/Section: 

	Education & Early Years

	Grade:  

	3
	JE Reference:
	9267




	Job Purpose


	The Clerk to the Governing Body will be accountable to the School Governing Body, working effectively with the Chair of governors and with the Head teacher and other governors.  

The Clerk will be responsible for advising the Governing Body on constitutional matters, duties and powers and will work within the broad current legislative framework.  

The Clerk will secure the continuity of Governing Body business and observe sensitivity and confidentiality requirements.

The Clerk will uphold Oldham Councils Values and Behaviours.


	Key Tasks


	Meetings: The Clerk to the Governing Body will:

1. advise the governing body on governance legislation and procedural matters where necessary before, during and after the meeting.
2. take notes of the governing body meetings to prepare accurate minutes, indicating who is responsible for any agreed action and recording challenges and support that have been made by governors.
3. record all decisions accurately and objectively with timescales for actions. 
4. return all paperwork and minutes in line with deadlines.
5. Chair the part of the meeting at which the Chair is elected.
6. record the attendance of governors at the meeting and take appropriate action regarding absences.
7. record all decisions accurately and objectively with timescales for actions.
8. ensure personal information and contact details is kept up to date for all governors. 

Membership: The Clerk will:

1. inform the Business Support Service of any changes to the governing body membership, change of address, change of personal details and change to committee membership.
2. advise governors and appointing bodies of expiry of the term of office dates  before the term expires so elections or appointments can be organised in a timely manner.
3. maintain governor meeting attendance records and advise the Governing Body of non-attendance of governors.

Advice and Information: The Clerk will:

1. advise the governing body on procedural issues.
2. have access to appropriate legal advice, support and guidance maintain records of governing body correspondence.	




	Standard Duties:




	
1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.




	Contacts: 

Chief Officers of the Council, Colleagues, Elected Members, Head teachers & Governing bodies




	Relationship To Other Posts in the Department:




	[bookmark: _Hlk95121094]Responsible to:  

	Information & Advice Service Manager

	Responsible for:
	N/A



	Special Conditions:  

None




	Values and Behaviours:


	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:
· Fairness - We will champion fairness and equality of opportunity and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.
· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.
· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.
· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.
· Accountability - We recognise and act upon the impact of our actions on others and hold ourselves accountable to our stakeholders.
· Respect - We recognise and welcome different views and treat each other with dignity and respect.
· Democracy - We believe and act within the principles of democracy and promote these across the borough. 

	
Internally we have translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater.Jobs pages.
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OLDHAM COUNCIL

PERSON SPECIFICATION


Job Title: Clerk to the Governing Body

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	NVQ Level 3 in Business and Administration

Will to complete a clerks accredited training programme

Demonstrate a willingness to attend appropriate training and development

	National Training Programme for Clerks – BTEC level 3 Professional Development Advanced Certificate in Support and Administration of Governing Bodies




	AF/Certificates

AF / I 


	
Experience

	Working in an environment where experiences included taking initiative and self-motivation

Experience of taking notes and producing accurate minutes 

	Relevant personal and professional development

Working as a member of a team
	AF/I


AF/I






	
Skills & Abilities

	
Excellent listening, oral and literacy skills

Writing accurate and concise notes and minutes

Proofreading skills

Organising own time and working to deadlines

Communication skills 

Ability to temporarily Chair a governing body meeting
Using the internet to access relevant information

ICT including keyboard skills
	
Developing and maintaining contacts with outside agencies

	
AF/T/I


AF/T

AF/T

AF/I


AF/I

AF/I




AF/I


	
Knowledge

	Knowledge of how to access information and legistaltaion in relation to the role and school governance
	Knowledge of governing body procedures

Knowledge of educational legislation, guidance and legal requirements

Knowledge of the respective roles and responsibilities of the governing body, Headteacher, Local Authority, Church Authorities and the Department for Education

Knowledge of data protection legislation

Knowledge of safe guarding legislation

Knowledge of Equal opportunities and Human Rights legislation

Knowledge of Data Protection legislation

	AF/I


AF/I



AF/I








AF/I


AF/I


AF/I



AF/I


	
Work Circumstances

	Able to work in the evening and at various school sites across Oldham.

Have a flexible approach to working hours.

Be able to travel to meetings.

Be available at mutually agreed times.


	






	AF/I



AF/I


AF/I

AF/I




Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, those who are aged 24 or under and have previously been in or currently in care, those that are carers, and those whose last long term substantive employer was the Armed Forces.

