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JOB DESCRIPTION
Job Title:	         Clerk to Governors
Salary Grade:       	School Support Staff Grade (Grade C) 
Accountable to:    The Governing Body
	Post Objective

The clerk to the Governing Board will be accountable to the Governing Board, working effectively with the Headteacher and the Chair of Governors on a regular basis.

The Clerk to the Local Trust Committee (LTC) will be responsible for overseeing all aspects of governance effectiveness and compliance, ensuring governance adheres to good practice and meets all statutory and regulatory requirements. With the support of the Trust’s Governance Lead and school’s Senior Leadership Team (SLT).

Other Considerations
It is important that the post-holder takes all reasonable steps to ensure they positively contribute to their continuous development. 
 
Confidentiality must be maintained at all times, unless safeguarding concerns prevent this.  



PRINCIPAL DUTIES AND RESPONSIBILITIES
· Effective administration and organisational support of LTC meetings
· Taking notes of the LTC meetings to prepare minutes, including indicating who is responsible for any agreed action with timescales
· Responding to all queries relating to governance across the school
· Providing advice and guidance on constitutional and procedural matters with appropriate support
· Maintaining effective communications with relevant stakeholders inc. the Academy Trust
· Working with the Chair of the LTC to:
o Set the cycle of LTC meetings and preparing focused agendas
o Ensure the committee is focused on its core strategic priorities
o Ensure that the LTC delivers high standards of challenge and support that compliments respective improvement plans
o Satisfy all aspects of meeting compliance as stipulated in the Trust’s Scheme of Delegation and the Academies Financial Handbook.
Manage statutory information and oversee LTC membership:
· Maintaining appropriate records of governing board membership
· Ensuring the governing board is properly constituted and has terms of reference
· Maintaining a school policy register and advising on the review and approval cycle – with support from the SLT
· Maintaining school website with all statutory governance documents
· Maintaining the school’s online governance portal (GovernorHub)
· Working with the Chair of the LTC on member recruitment as required, advising on election and appointment procedures
· Co-ordinating the induction process for new LTC members
Personal development
· Liaising with relevant professional organisations and networks
· Undertaking regular training including the pursuit of professionally recognised qualifications should you wish to
· Keeping abreast of policy developments affecting academy governance

This is not a complete statement of all duties and responsibilities of this post.  The post-holder may be required to carry out any other duties as directed by the Head teacher, however the responsibility level should not exceed those outlined above.  


Postholder’s name ……………………………………………………………………..

Signature …………………………………………………….. Date …………………..









	
	
St James’ CofE (VA) Junior School
Reginald Street, Derby, DE23 8FQ
Telephone: 01332 854986
E-mail: admin@stjames.derby.sch.uk
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