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	Post Details
	

	School/setting:
	Twynham Learning Core Services

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 8

	Responsible to:
	Governance Manager



	Main Purpose

	Working within the principles of the DfE Academy Trust Governance Guide, this role provides administrative and organisational support together with advice and guidance on governance, constitutional and procedural matters. Supports compliance with the appropriate legal and regulatory framework, advises on delegated authority and governance processes, secures the continuity of Committee business and maintains appropriate confidentiality at all times. Ensures effective working with the Chair of the Committee, Headteacher and School Ambassadors.  



	[bookmark: _Hlk100068636]Duties and Responsibilities

	Provide effective administration for meetings
· To work effectively with the Committee Chairs and Headteachers before meetings to prepare a purposeful agenda which takes account relevant issues and is focused on school improvement.
· To encourage the Headteachers and others to produce agenda papers on time.
· To produce, collate and distribute the agenda and papers so that recipients receive them at least 5 clear school days before the meeting.
· To ensure that meetings are quorate, inclusive and well structured. 
· To produce meeting minutes, including indicating who is responsible for any agreed action.
· To record all decisions accurately and objectively with timescales for actions.
· To send draft minutes to the Chair and Headteacher for review/approval by the Chair.
· To circulate the approved draft to all Committee members.
· To maintain the formal record of Local School Board meetings by ensuring that approved minutes are securely retained in the Trust's designated governance records system in accordance with the Trust's records management and retention requirements.
· To maintain attendance and apology records, monitor patterns of non-attendance and advise the Governance Manager and Committee Chair of any governance implications.
· To Chair the part of the meeting at which the Chair is elected.
· To arrange and clerk Hearings Panel meetings when required for suspensions, exclusions, complaints and admission out of normal age group requests.

Develop and maintain relationships with key stakeholders
· Build good working relationships with the Chair, Headteacher and School Ambassadors to encourage effective governance.
· Build good relationships with other key stakeholders within Twynham Learning to promote consistency and excellence in governance.

Manage information relating to Committee business and its members
· To liaise with the Chair, prior to the next meeting to receive an update on progress of agreed actions.
· To maintain the Governance Database with the Committee members’ names, addresses and all key governance information.
· To maintain accurate records of committee membership and link governance roles.
· To monitor terms of office, advise on upcoming vacancies and support appointment processes in accordance with Trust procedures.
· To maintain records of governance declarations, interests and related governance information and support compliance with publication requirements.
· To oversee the review cycle of school-specific policies requiring Ambassador Committee review and approval.
· To ensure information flow between the Ambassador Committee and the Trust Board.
· To maintain the central electronic filing system for the Committee.

Advise and guide the School Ambassador Committee
· Provide advice and guidance to the Committee in relation to its duties and responsibilities as well as process and procedure.
· Update the Committee on changes to the legal and regulatory framework as necessary.
· To promote compliance with data protection requirements and confidentiality obligations relating to governance activities.

Advise and assist with membership (recruitment, induction and succession planning)
· Co-ordinate the effective onboarding of new School Ambassadors, in line with ‘safer recruitment’ principles and the Trust’s procedures.
· To support the administration and monitoring of eligibility, safeguarding and other governance compliance checks for Committee members in accordance with Trust procedures.
· To support the induction, training and continuing development of School Ambassadors, maintaining appropriate records of participation.
· To support succession planning for the Committee, including the roles of Chair, Vice-Chair and link governance positions.

Personal development
· Keep up to date with current educational developments and legislation affecting school governance and participate in professional development opportunities.



	Safeguarding Duties and Responsibilities

	· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies. 



	Other Duties

	· Working on Trust wide policies and procedures
· Clerking panels/Committees
· Contributing to working groups
· Supporting fellow Governance Professionals
· Supporting the Trust

All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative





	Qualifications, Knowledge, Skills and Attributes Required

	Essential:
· Strong background in performing administration duties
· Strong IT skills – including Microsoft office suite and facilitating meetings using Teams. Experience of using AI for generating meeting minutes (or ability to learn this)
· Attention to detail
· Excellent organisation skills
· Strong communication skills
· Strong literacy skills – including notetaking and preparation of high quality, accurate documentation
· Flexibility
· Trustworthiness and discretion

Desirable:
· Experience of working in an education setting
· Previous experience of clerking meetings in an education or public sector setting.
· Completion the Level 3 Certificate in the Clerking of School and Academy Governing Boards (or its equivalent), or a willingness to undertake this




	Notes

	· [bookmark: _GoBack]May be required to support any of the Trust's schools or the Trust Board if needed.
· This job description may be amended at any time in consultation with the postholder.



	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
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