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Every Child    Every Chance   Every Day

	



PERSON SPECIFICATION															
Post Title:	Clerk to Governors                                                            		
Salary Scale: Grade C (5-6)  

Evidence Codes
AF – Application Form   M – Medical      JRT – Job Related Task  	I – Interview    D - Documentation	
	 
Job Criteria

	 
	 
Essential
 
	 
Source of Evidence
	 
Desirable
	 
Source of Evidence

	 Experience
	Be able to demonstrate experience in the following:
	 
	 
	 

	 
	
	
	Providing support to Governors
	AF/I

	
	
	
	Preparation of papers for, and production of minutes of meetings
	 
AF/I

	
	
	
	Working in an environment where experiences include taking initiative and self-motivation
	AF/I

	
	
	
	Working as a team member 
	AF/I

	Education and Training
 
 
	Minimum GCSE English A-C or equivalent
	A/D
	Recognised IT/Typing/word-processing qualifications.


	A/D

	
	Be able to demonstrate a willingness to attend appropriate training and development
	A/I
	Have already attended or make commitment to attend the National Training programme for Clerks or its equivalent.
	A/I

	
	
	
	 
	

	Skills and Knowledge
	Be able to demonstrate skills and knowledge in the following:
 
	 
	
	 

	 
	Good listening, oral and written communication skills

	 
I
	
	 
 

	
	ICT including word-processing skills and using the Internet to access relevant information

	 AF/I

	 
	 

	
	Able to take and produce high quality minutes and writing agendas
	AF/I
	 
	 

	
	Able to maintain and control electronic files and documents
	AF/I
	 
	 

	
	Able to work on own initiative and under direction
	AF/I
	 
	 

	
	Able to organise their time and work to deadlines
	AF/I
	 
	 

	
	Able to organise and set up meetings including dissemination of governing body data/documentation to the governing body and relevant partners.
	AF/I
	 
	 

	 
Other factors
	 
 
	 
 
	 
	 

	 
	To be able to work at times convenient to the governing body, including evening meetings.
	I
	 
	 

	 
	To be able to travel to meetings and training sessions.
	 
I
	 
	 

	
	To be available to be contacted at mutually convenient times.
	I
	
	

	Personal Qualities
 
	 
	 
	 
	 

	 
	· To be a person of integrity and be able to maintain confidentiality.
 
	AF/I
	 
	 

	 
	· To be able to remain impartial
	I
	 
	 

	 
	· To have a flexible approach to working hours which will include evenings
	I
	 
	 

	 
	· To have an openness to new ideas and change.
	I
	 
	 

	
	· To have a positive attitude to personal development and training
	I
	
	

	
	· Medical clearance subject to reasonable adjustments under the Equality Act 2010 (where appropriate)
	M
	 
	 

	 
	· Enhanced Disclosure & Barring Service clearance
	D
	 
	 

	Equalities
	· Understanding and commitment to Inclusion and Equality in respect of pupils, staff and the wider community
	 
I
	 
	 


 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 

	 
	 
	

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	



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