
TAMESIDE MBC CHILDREN’S DIRECTORATE
JOB DESCRIPTION


JOB DESIGNATION:

Governing Body Clerk
SERVICE AREA:

LEARNING 

SERVICE UNIT:

SCHOOL PERFORMANCE AND STANDARDS
RESPONSIBLE TO:

Governor Support Manager
RESPONSIBLE FOR:
The effective and efficient preparation for, clerking of, and response to Governing Body meetings

RESPONSIBILITIES

1.
To negotiate the date, time and venue of Governing Body meetings with the Chair of Governors and Headteacher.

2.
To arrange special meetings in response to appropriate requests.

3.
To draw up the agenda for meetings of the Governing Body in consultation with the Chair of Governors and Headteacher.

4.
To liaise with the Governor Support Manager and other areas of the Council regarding relevant agenda items for which information is required.

5.
To read the Headteacher's termly report and to bring to the attention of the Governor Support Manager any issues requiring comment at the Governing Body meeting.

6.
To ensure that the agenda and supporting papers are prepared in accordance with the timetable for the meeting.

7.
To brief attending officers of the Council on the background to items which are relevant to their attendance

8.
To advise the Governing Body on the interpretation of the Instrument of Government   and the School Government Regulations in relation to matters under discussion and to refer the Governing Body to other officers of the Council from whom advice and information might be sought.

9. To attend meetings of the Governing Body, word process the minutes of the meetings and check the draft copy of the minutes.

10.
To alert the Governor Support Manager to any items raised at a Governing Body meeting which may have wider implications.

11.
To bring to the attention of the Governor Support Manager relevant issues arising from the minutes.

12.
To cover on an emergency basis for other administrative assistants to Governing Bodies.

13.
To use appropriate office technology for the above duties.

14.
To participate in annual target setting and review as part of the Council’s Annual Development Review Scheme) and in staff development activities which enhance professional knowledge and skills to undertake the duties of the post.

15.
To undertake other tasks commensurate with the duties of the post.


GOVERNING BODY CLERK, SCHOOL GOVERNING BODIES

FURTHER PARTICULARS


1.
TERMS OF APPOINTMENT
The post holder will work approximately 12 - 15 hours per week over and during the weeks of the school year (38 in a full year). Additional temporary hours may be available with negotiation.

2.
SALARY
The post holder will be paid on Grade E pro rata to the hours worked per week. Although not employed during the school holidays (13 weeks in a full year), the post holder will be paid their annual salary in twelve equal monthly amounts

3.
DUTIES OF THE POST

The duties of the post holder are set out in the attached job description.

The post holder will be a member of a team of part-time Governing Body Clerks who provide a professional clerking service to school Governing Bodies.  Each clerk is responsible for a range of different schools, the exact number depending on the number of contracted hours.  Duties include attendance at Governing Body meetings and further office/home and school based work, which is concerned with the preparation for and follow-up to meetings.

4.
PERSON SPECIFICATION

a)
Qualifications


The following is essential:

*
A higher grade pass in English Language or a related subject at GCSE, GCE "O" level or CSE



The following is desirable:

*
A further education qualification in administration or management equivalent to NVQ level 3 or above


b)
Knowledge and Experience 



The following is essential:

*
Sound administrative experience which would enable the post holder to clerk meetings with varied agendas and to advise on the interpretation of statutory regulations



The following are desirable:

*
Experience of using Microsoft Office or other compatible word processing software



*
Knowledge of the schools system



*
An awareness of current issues in the public education service


c)
Personal Skills and Attributes


The following are essential:



*
An ability to speak and write well in the English Language.

*
Good keyboarding skills and a willingness to learn to use a lap-top computer for word processing draft agendas and minutes.

*
An interest in committee procedures and an ability to provide advice on interpretation of complex rules and regulations.

*
An ability to relate well to a variety of people including elected members, governors, headteachers, officers of the Council and members of the public.

*
An ability to handle conflicts of opinion and offer unbiased advice to resolve such conflicts.



*
An ability to manage time to meet strict deadlines.



*
Flexibility in working arrangements to meet changing needs.

*
A commitment to the delivery of an efficient and effective service to clients.


d)
Other


The following is essential:

· A valid driving licence and use of a vehicle available for travel anywhere in Tameside.
The following is desirable:

· Experience as a school governor. 

s
5.
LINE MANAGEMENT
Executive Director – Children’s
|

Assistant Executive Director – Learning
|

Governor Support Manager – School Performance and Standards
|

Administrative Assistant, Governing Bodies

6.
CONDITIONS OF SERVICE
The post holder will be required to attend Governing Body meetings on an average of two evenings per week over the school year as a whole.  In practice, this may amount to three evenings in peak periods, which are offset by no meetings at the beginning and end of terms. Additional preparation, minute writing and follow-up will necessitate work at home and attendance at the Council Offices on up to two half days per week.  Attendance is also required at the once per term Chairs and Vice-Chairs Briefing Meeting, regular team briefing meetings and termly training sessions.

The post holder's place of work will be regarded as the Council Offices.  Car mileage will be reimbursed in line with council procedures at the prevailing casual user rate.

The Council has a policy of developing its staff to do their job well and to enhance future career development.  Development needs are discussed annually as part of an employee development review.  Opportunities are given for training on and off the job as part of a managed programme: which does not disrupt the work of the clerking service.

APPOINTMENT PROCEDURE

Short listed candidates will be invited to attend the Council Offices where a selection process will take place consisting of a short written task and an interview.

