	Clerk to the Governing Body
(AAAE 5073)
Starting immediately 
Approximately 5 hours per week over 38 weeks per year 
A casual contract with flexible hours based on scheduled Governor meetings during term time with the opportunity for some correspondence to be administered remotely
Grade 4, circa £12.65 per hour (pay award pending)
This crucial role provides administrative support the Board, ensuring smooth and effective governance within the school.  The successful candidate will play an essential part in the preparation, co-ordination and documentation of meetings, as well as providing guidance on legal and procedural matters to the Board of Governors.

You will need strong organisational skills and have the ability to prioritise your workload in line with strict deadlines. 
A committed approach and the ability to work on your own initiative is essential. Excellent oral and written communication skills are required together with excellent customer service skills.
Previous experience and knowledge of the workings of Governing Boards is desirable, however training will be provided.  
The Department for Education has recognised the need for Governing Boards to have “professional support” and it is a statutory duty on Governing Boards to “have regard to advice from the clerk.”  It is a statutory requirement to employ a clerk for schools.
Download an application pack from our website www.uptonhigh.co.uk. Electronic applications should be returned to HR Manager, Sheena Lloyd, lloyds@uptonhigh.co.uk
CVs alone will not be accepted
CLOSING DATE: 30th April 2025
The post is subject to suitable references and the successful applicant will be required to apply for clearance from DBS (Disclosure & Barring Service.  Further information can be found at www.gov.uk
Our school is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. As part of our Safer Recruitment process, shortlisted candidates could be subject to an online search.



JOB DESCRIPTION QUESTIONNAIRE


	JOB TITLE:


	Clerk to Governing Body

	REFERENCE:

	AAAE5073

	GRADE:

	4

	RESPONSIBLE TO:

	The Governing Body


BASIC JOB PURPOSE:  To provide administrational and organisational support to the board to enable them to make effective use of their time and focus on strategic matters. 

Guidance to ensure that the board works in compliance with the appropriate legal and regulatory framework and understands the potential consequences for non-compliance

Advice on procedural matters relating to the operation of the Board.
	NO
	

	1
	Prepare agendas and support papers prior to Governors’ and other sub-group/committee meetings as required by the Headteacher.  Produce and issue accurate minutes and other documentation to achieve a timely and effective dispatch of business and implementation of decisions.  


	2
	Provide procedural and legal advice to the Governing Body in relation to Education, DFES Regulations and LEA policy documents thereby always ensuring compliance.



	3
	To maintain a database of all Governing Body members and their term of office and to ensure the School Governance Team is notified of all changes.



	4
	To maintain records of all governing body correspondence, Policy documents and current terms of reference and membership of committee and working parties.



	5
	To co-ordinate and administer the election of new Parent and Teacher / Staff governors and their subsequent induction.



	
	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job.



NB:  Whilst some of the main responsibilities are not applicable to this role there are separate tasks which are commensurate to the post.
IMPORTANT


THE REHABILITATION OF OFFENDERS ACT:  The provisions of the Rehabilitation of Offenders Act relating to the non-disclosure of spent convictions do not apply to this job, YOU MUST, THEREFORE, DISCLOSE WHETHER YOU HAVE ANY PREVIOUS CONVICTIONS ON THE BACK PAGE OF THE APPLICATION FORM. 





If successful, you will also be required to apply for an Enhanced Disclosure from the Disclosure & Barring Service.  Further details can be obtained from Further information can be found at � HYPERLINK "http://www.gov.uk" �www.gov.uk�.
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