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Stockport Council

Job Description



	Post Title: Governor Support Officer
Service Area: School Improvement 
Directorate: Children and Young People Directorate

	Salary Grade: Scale 5 term time only – Homeworker post


	Post Reports to: Senior Governor Support Officer
Post Responsible for: The postholder has no responsibility for staff

	Main Purpose of the Job: 

1. To be responsible for the providing and maintaining effective clerking support to an assigned group of school governing bodies 

2. To be responsible for providing support and advice to each governing body in fulfilling its three key roles of providing the strategic direction for the school, acting as its critical friend, and holding the school to account for its performance

3. To be responsible for ensuring each governing body operates within the statutory framework established by the School Governance Regulations and relevant statutory instruments

4. To contribute to the implementation of the Governor Services Action Plan



	Job activities: Summary of Responsibilities and Key Areas:    

1.
Duties Relating to Advice/Support for Schools/Governing Bodies

2.
To provide legislative/procedural guidance and advice to Governors/Headteachers on matters relating to the Governance of the school to promote high standards of educational achievement

3.
To participate in regular review/update of legislative and procedural information through team training/meetings and termly briefings

4.
To be responsible for providing front line, day-to-day independent advice and information to Headteachers, Chairs of Governors and governing bodies on governance issues and procedures

5.
Where the Governing Body is failing to comply with statutory legislation, regulations and LA advice the Governor Support Officer will be responsible for drawing this to the attention of the Headteacher, Chair of Governors and the relevant Local Authority Officer

6.
To seek out and provide information or advice from/to Officers in support of the effective operation of Governing Bodies

7.
To take part in the general development of the Section.

8.
To have a broad understanding of the work and scope of the Education Service and other Council departments.

9.
Duties relating to the administrative requirements of the role

10.
To plan termly programmes of Governing Body meetings in consultation with Chairpersons, Governors and Headteachers

11.
To contact Chairpersons, Governors and Headteachers before each meeting to clarify issues and provide appropriate advice/guidance 

12.
To prepare, collate and dispatch the agenda, background papers and reports for the meetings.

13.
To attend and record the meetings of the allocated schools giving information, guidance and advice to the Chairperson/Headteacher during the meeting

14.
To prepare and circulate a draft set of minutes for comment/approval by the Chairperson and Headteacher and amend the minutes as/when necessary taking note of factual amendments

15.
To follow up resolutions and queries of the Governing Body and liaise with the Section Manager and other relevant Officers, as required on issues arising before and the after the meeting.

This will involve :

16.
Referral of extracts to appropriate Officer(s) 

17.
Referral of Committee resolutions to Section Manager for action

18.
To attend and record the meetings of Pupil Discipline Committee meetings as required, giving information guidance and advice to the Panel Chair during the meeting

19.
Provide information to Senior Officers for Governance Reviews

20.
Procedures relating to the appointment/resignation/attendance of Governors

21.
To discuss timetable for election of Governors with Headteachers/Chairperson

22.
To issue letters of appointment, update computer and manual records, follow procedures for the processing of resignations from Governors/notifying Head and Chairperson

23.
To monitor attendance at the Governing Body meetings and issue warning letters where appropriate following non-attendance

24.
To undertake such other duties related to the work of the Section appropriate to the post as may be assigned.


	Additional duties:
To work positively and inclusively with colleagues and customers so that the Council provides a workplace    and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s priorities.

To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs there will be consultation with the employee and any necessary personal development will be taken into account.
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Stockport Council
Competency Person Specification

 Post Title: 

The criteria listed below represent the most important skills, experience, technical expertise and qualifications needed for this job role.  
Your application will be assessed against these criteria to determine whether or not you are shortlisted for interview.  Any interview questions, or additional assessments (tests, presentations etc.) will be broadly based on the criteria below.
	Competency
	SCORE
	Essential or Desirable

	
	0
	1
	2
	3
	4
	

	A proven ability to undertake general administrative tasks
	
	
	
	
	
	Essential

	Effective use of IT including knowledge and use of PC applications including Microsoft Office
	
	
	
	
	
	Essential 

	Well organized and able to prioritise workloads and meet specific deadlines
	
	
	
	
	
	Essential

	Some experience of working within an educational setting
	
	
	
	
	
	Desirable

	Ability to work independently and also as part of a team
	
	
	
	
	
	Essential

	Experience of minuting meetings
	
	
	
	
	
	Essential

	Excellent typing skills - accuracy at speed
	
	
	
	
	
	Essential

	Excellent coummunication skills both written and oral
	
	
	
	
	
	Essential

	High Standards of numeracy and literacy
	
	
	
	
	
	Essential 

	Qualifications of GCSE, GCE or equivalent levels
	
	
	
	
	
	Desirable

	Communicating Effectively
	
	
	
	
	
	Essential 

	Being customer focused
	
	
	
	
	
	Essential

	Effective Team Working
	
	
	
	
	
	Essential 

	Personal Organisation and Effectiveness
	
	
	
	
	
	Essential

	Personal Development 
	
	
	
	
	
	Essential 

	Making the most of I.C.T
	
	
	
	
	
	Essential 

	Understands and actively supports Stockport Councils diversity and equality policy.
	
	
	
	
	
	Essential

	To meet Stockport Council’s standard of attendance.
	
	
	
	
	
	Essential

	A willingness to be flexible in a changing environment 
	
	
	
	
	
	Essential


Scoring key

0 – Not met essential criteria

1 – Partially meets essential criteria

2 – Meets criteria

3 – Exceeds criteria

4 - Exceptional
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