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JOB DESCRIPTION



	
Job title:

	
Governance Professional

	
Post number:

	GOV

	
Grade:

	
NJC SO2

	
Contract

	
Term-time only plus five INSET days plus five additional days to be worked in the school holidays or to attend out of hours meetings


	
Hours:
	
36 hours or minimum of 32 hours (although work patterns vary with the nature of the role)


	
Responsible to:

	
Chief Operating Officer

	
Responsible for:

	
Clerks to Local Governing Bodies


	
Job purpose:

	
To be the appointed Governance Professional to the Trust Board and work with the Trustees, CEO and Executive Compliance Lead on issues of governance.
  

	
Key internal contacts:

	
· Chief Executive Officer (CEO)
· Chief Operating Officer (COO)
· Executive Compliance Lead/Governance Advisor
· Central Trust Team
· Executive Headteacher and Headteachers in the Trust’s schools

	
Key external contacts:

	
· Members
· Trustees
· Governors 

	
Special consideration:

	
· Hold a clear Enhanced DBS check
· Work patterns will vary week to week, these will be agreed in advance and some early evening work is required due to the nature of the role
· To complete accredited training for Governance Professionals






	

Specific duties 

This job description describes in general terms the normal duties which the post-holder will be expected to undertake.  However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.

Governance
· Act as a point of contact for queries relating to governance within the Trust.
· Ensure effective communications are maintained between the Trust’s different layers of governance.
· Prepare and present training documents, presentations and briefings, as required.
· Liaise with the Executive Compliance Lead.
· Maintain relevant governance documents. 
· Support the recruitment, appointment and induction of Members, Trustees and Governors. 
· Attend relevant training relating to governance.
· Work collaboratively with stakeholders to ensure the Trust’s strategic objectives are met.
· Act as the key link between Members, Trustees and the Executive Compliance Lead.
· Contribute to the coordination of effective learning and development opportunities for those involved in governance.

Trust Board and sub-committee administration
· Maintain an annual planner for the Board and committee meetings and tasks.
· In liaison with the Chair/Chairs of committees, prepare focused meeting agendas.
· Work closely with the Executive Compliance Lead to ensure the Executive Team is aware of forthcoming meetings and the team’s requirement to produce papers by the given deadline. 
· Distribute all agendas and papers in accordance with regulation: seven clear days in respect of Trust Board and committee meetings and 14 clear days in respect of the Annual General Meeting (AGM).
· Attend Board and committee meetings in order to take minutes and provide advice and guidance.
· Advise Trustees in advance of the expiry of their term of office, noting the impact of this on the Board’s capacity and skills matrix.
· Through discussion with the Board, establish open and transparent vacancy-filling processes. 
· Ensure meetings are quorate.
· Record attendance at meetings (and any apologies – whether they have been accepted or not) and advise the Chair of potential disqualifications through lack of attendance.
· Draft minutes of meetings, indicating who is responsible for any agreed actions with timescales and send drafts to the Chair for review prior to circulation.
· Circulate reviewed draft minutes within 14 days of the meeting.
· Follow up on any agreed action points with those responsible and inform the Chair of progress.
· Co-ordinate the annual evaluation/governance review process.
· Maintain the Trustees’ secure area (SharePoint), ensuring documents are appropriately filed and kept up-to-date.
· Undertake the process for annual scheduling of meetings, including the Annual General Meeting.
· Maintain records of training undertaken by Trustees.
· Ensure the Board’s committees’ terms of reference are reviewed and approved annually and published on the Trust’s website.
· Ensure meeting attendance data for the previous academic year is published on the Trust’s website at the start of each academic year.
· Ensure meeting dates for the current academic year are published on the Trust’s website.
· Ensure the latest version of the approved scheme of delegation is published on the Trust’s website and shared with LGB Clerks, notifying them of any changes.
· Ensure website information on the structure of the Board and committees is up-to-date.
· Provide briefing papers for the Board and/or committees, when required.
· Maintain a comprehensive library of resources for Trustees within their secure area (SharePoint).

Provide advice and guidance to the Trust Board and committees
· Provide advice on the Trust Board’s core functions and DfE’s governance advice, including information contained in the Academy Trust Governance Guide and Academy Trust Handbook.
· Advise on governance legislation and procedural matters, where necessary, before, during and after meetings.
· Advise the Board on the regulatory framework for governance (relating to company and charity law, articles of association, funding agreement and the Academy Trust Handbook).
· Identify priorities, anticipate issues which may arise, and draw these matters to the attention of the Chair and propose recommendations. 
· Ensure the Trust Board and committees carry out their duties in line with the scheme of delegation.

Clerking support 
· Provide efficient and effective clerking for panels, when required: for example, at disciplinary panels, appeal panels or exclusion panels.  
· Line manage, mentor and support LGB Clerks across the Trust in the performance of their duties, including information-sharing and professional development discussions.
· Develop the provision of high-quality governance support, working practices, and service delivery across the Trust to enable the LGBs to fulfil their strategic functions.
· To provide clerking services at LGBs where there is no clerking support available.

Management
· Manage the clerking team through a thorough induction process and the performance management scheme by monitoring performance, workload, conducting regular one to ones and addressing any underperformance issues in line with Trust policy.
· Support the professional development of team members, identifying training needs and facilitating access to CPD opportunities relevant to their professional development.
· Monitor staff attendance within the team by conducting return-to-work interviews and ensuring compliance with the Trust’s Managing Sickness Absence Procedure.
· Take appropriate action to support staff wellbeing, resolve issues early and escalate complex concerns to senior leadership as needed.
· Be an excellent role model for both staff and pupils in terms of being reflective and demonstrating a desire to improve and learn.

Commitment to own personal development
· Undertake appropriate and regular training and development to maintain knowledge and improve practice.
· Be fully conversant with current educational developments and legislation affecting academy trust governance.
· Participate in regular performance management.
· Be proactive in terms of furthering knowledge and skills.

Additional duties
· To be willing and able to work out of hours as agreed with your line manager.
· Promote the Trust’s core themes of working with vulnerable young people and helping them to flourish.
· Promote the safeguarding and welfare of children and young people.
· Comply with the Trust’s policies and procedures (e.g. equal opportunities and health and safety).
· Ensure high standards of behaviour and dress are maintained.

You may be required to carry out additional duties, as the Chief Executive Officer may reasonably request, which are commensurate with the post.





	
Review:

This job description will be reviewed regularly and may be subject to amendment and modification, following consultation with the post-holder.  It is not a comprehensive statement of procedures and tasks; however, it sets out the main expectations of the Trust in relation to the post-holder’s professional responsibilities and duties.

I confirm that I understand and agree the duties of this job description.

Signature:

Print name:

Date:

--------------------------------------------------------------------------------------------------------------------------------------

Manager’s signature:

Print name:

Date:


























PERSONAL SPECIFICATION


Please find below a list of points that you will need to respond to in your supporting statement.  This should detail your experience and knowledge on each point. The information you provide in your statement will be assessed against the relevant items on the Person Specification points below.
	 
	
	Essential
	Desirable

	Qualifications and Experience
	Minimum of GCSE Maths and English at grade A – C or equivalent.
	
	

	
	To have or be willing to undertake an accredited training programme for Governance Professionals.
	
	

	
	Experience of working in an educational environment.
	
	

	
	Successful management experience in a school or other relevant organisation.
	
	

	
	
	
	

	Skills and Abilities
	Experience in board administration, governance support, or a similar role.
	
	

	
	Strong organisational and time-management skills.
	
	

	
	Excellent written and verbal communication and interpersonal skills.
	
	

	
	Ability to prepare agendas, take accurate minutes and summarise key points.
	
	

	
	High level of attention to detail and accuracy.
	
	

	
	Ability to handle sensitive and confidential information with discretion.
	
	

	
	
	
	

	Knowledge
	Proficient in IT skills with a good working knowledge of Word, Outlook, Excel and PowerPoint.
	
	

	
	Knowledge of the factors which put children and young people at risk of crime, poor attendance at school and social exclusion and how performance management may improve provision.
	
	

	
	Knowledge of current educational developments and legislation affecting academy trust governance.
	
	

	
	
	
	

	Special conditions
	Willing to undertake an Enhanced DBS check.
	
	

	
	Willing to work beyond conventional hours.
	
	

	
	Hold a current driving licence and use of own transport.
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