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For lead governance professionals in a single academy trust
November 2026The following role description is intended as a guide to support recruitment, remuneration and development, and should be adapted to suit the needs of your single academy trust (SAT).
You may also wish to refer to:
the governance professional career pathway: lead governance professional level
the competency framework published by the Chartered Governance Institute for company secretaries and governance professionals

Role purpose
The academy trust governance code defines the term ‘Governance Professional’ as “the person in the Academy Trust who is designated to assess all aspects of governance effectiveness and compliance within the Trust and advise the Academy Trust so that the Academy Trust meets its statutory and regulatory requirements". In practice this means that the Governance Professional provides strategic leadership of governance across the Trust, ensuring, promoting best practice, and supporting the effective operation of the Members, Trust Board and its committees, ensuring that governance: (i) adheres to good practice; (ii) meets all statutory and regulatory requirements; and (iii) provides robust and resilient strategic leadership to the organisation, and appropriate support and challenge to executive leaders.
The governance professional should be properly resourced and have the standing, independence and access to senior leadership needed to design and maintain an appropriate and effective governance structure. ‘Properly resourced’ means that they should be paid at least in line with NGA’s salary guidance, their professional development should be funded by the trust (regardless of whether they are full or part-time) and they should have access to sufficient resources to enable them to fulfil their responsibilities. They should also have access to appropriate professional networks and to robust performance management arrangements which are led by, or involve, the chair of the board. 
As well as having a strong technical understanding of statutory and regulatory requirements, the governance professional needs to have the interpersonal skills and credibility to influence senior leaders and trustees to ensure the board is appropriately well informed and equipped to lead the trust. The governance professional will also support the members in understanding and fulfilling their role as guardians of the governance of the trust.
This includes ensuring that:
the trust’s governance structure is fit for purpose and is regularly reviewed;
executive leaders understand their accountabilities to the board and its committees and provide the board with timely and accurate reports which enable trustees to fulfil their responsibilities;
trustees bring the skills, knowledge, experience and diversity of thinking required for the board to fulfil its functions, and that board dynamics and culture support robust and effective decision-making;
the board hears the voice of stakeholders and the local community and takes this into account in its decision-making; and
Members and trustees receive the support and on-going development which they need to enable them to fulfil their roles.
The governance professional is likely to also undertake the role of Company Secretary (as the NGA recommends) and clerk to the members and the trust board. They should always attend board and members’ meetings regardless of whether they are acting as clerk to the meeting. They may also have wider compliance responsibilities such as overseeing risk appetite and the management of risk, policy management across the trust, whistleblowing and data protection.
The governance professional may be employed or contracted but, in either case, and regardless of operational line-management arrangements, it is important that they have a direct working relationship with the chair of the trust board, and that the chair inputs into their performance management arrangements. 
Specific duties/responsibilities 
Leading and developing governance
Work with members, trustees and senior executives to ensure the trust's governance structure is fit for purpose and effective, and that governance documentation accurately reflects this and is clear and transparent.
Act as the lead adviser on all issues relating to governance, including advising on best practice and how this should be applied within the trust.
Develop and implement the trust’s governance strategy.
Ensure effective communications are maintained between members, trustees, senior executives and between the trust and key external stakeholders.
Oversee recruitment of members and trustees, ensuring robust processes are in place and that the required skills, knowledge and experience and the need for diversity are considered and inform decision-making.
Oversee regular self-evaluation of the effectiveness of the organisation’s governance, including keeping skills audits up to date.
Ensure external reviews of governance are commissioned and undertaken within relevant timescales, by appropriately skilled and qualified providers.
Ensure members and trustees understand their roles and are equipped to undertake these roles, including through delivering and/or commissioning appropriate training.
Give careful attention to their own professional development, ensuring they understand best practice in the sector, and keep abreast of changes to guidance and legislation.
Maintain professional independence while advising and providing professional support and challenge to the chair, trustees, members and senior leaders.
Board management
Support the chair in setting the cycle of trust board and committee meetings and prepare focused agendas.
Keep the board focused on its core strategic priorities, their strategic leadership responsibilities and their duty to maintain the highest professional standards of conduct and ethics.
Ensure all meetings are inclusive and well structured, and that board culture and dynamics allow for robust discussion and for contributions from all board members.
Satisfy all aspects of meeting compliance as stipulated in the trust’s articles of association and the Academy Trust Handbook, and in accordance with arrangements agreed by the board.
Develop, review and maintain governance documents, such as articles of association, scheme of delegation, terms of reference, role descriptions and code of conduct.
Leading on compliance
Maintain appropriate records of trust board and committee membership, along with any terms of reference.
Ensure the appointment of link trustee roles, as mandated and as agreed by the trust, and that these individuals understand and are well-equipped to undertake their roles.
Ensure appropriate records are kept of all board and committee business, in line with the organisation’s policies regarding record management and data protection.
Ensure board and committee membership is recorded and published.
Ensure all relevant governance information is published on the trust website in line with DfE requirements.
Ensure the DfE’s ‘Get Information About Schools’ (GIAS) database is accurate and up to date in line with requirements.
Ensure that governance-specific risks are included in the trust’s risk register.
[bookmark: _Toc135723956][bookmark: _Toc135724856][bookmark: _Toc135724927]Support production of the annual report and governance statement published with the trust’s annual accounts.
Develop, review and maintain governance documents, such as terms of reference, role descriptions and codes of conduct.
Carrying out the duties of a company secretary
Ensure compliance with company and charity legislation, including ensuring that Companies House reporting requirements are met.
Ensure compliance with the trust’s articles of association and lead on reviews of and implement changes to the articles.
Ensure compliance with the regulator’s requirements, including ensuring compliance with the trust’s funding agreement and with the Academy Trust Handbook.
Give impartial advice to executives and trustees, upholding the integrity of the organisation.
Establish and maintain appropriate registers.
Ensure that formal documentation is filed with the appropriate bodies in line with required timescales, for example ensuring that the annual report is submitted to the DfE and published on the trust’s website in line with requirements.
Panel and processes work
Be the main point of contact with parents raising complaints through the complaints procedure.
Organise panels where needed in line with mandatory timescales and trust policies, including independent review panels where requested.
Ensure panel members have received appropriate training and understand and are equipped to undertake their role.
Ensure that panel paperwork is fit for purpose and distributed to all parties in line with statutory timescales.
Support the logistical arrangements for panels and ensure fit for purpose minutes are produced, stored and distributed appropriately.
Person specification
Qualifications/training
A relevant qualification in governance at level 4 or above, or the willingness to work towards this within the first 12 months.
Evidence of extensive relevant, recent professional development.
Knowledge
Extensive knowledge and experience of governance law, structures, policy and practice, including either knowledge of the English education system and the academy trust sector or a strong understanding of charity law and governance in other sectors.
Awareness of current issues and thought leadership relating to the governance of academy trusts.
Skills
Excellent verbal and written communication skills.
Able to build strong working relationships with a range of internal and external stakeholders.
The professional credibility and confidence to command the respect of trustees and senior executives.
The assertiveness and influencing skills to ‘speak truth to power’ without damaging relationships.
Able to prioritise and work to multiple and sometimes conflicting deadlines.
Strong IT skills, including an understanding of AI and its use within a governance context.
Understanding and experience of strategic planning. 
Able to quality-assure the work of others and hold them to account for high standards of performance.
Personal integrity and commitment to the values of the trust and the principles of public life.
Able to maintain confidentiality.
Able to manage and make decisions independently.
Able to lead by example, coach, motivate and inspire others.
Able to take the initiative and embrace innovation where it brings improvement.
Calm and resilient under pressure.
Commitment to CPD.
Flexibility to support meetings outside of usual working hours (where needed) and to manage uneven distribution of workload across the academic year.
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