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PERSON SPECIFICATION
CLERK TO LOCAL GOVERNING BODY
	CRITERIA
	ESSENTIAL


	DESIRABLE

	EXPERIENCE

(Relevant work and other experience)
	· Administrative experience


	· Relevant experience working in a clerking role

· Relevant personal and profession development

· Experience of working in an environment where experiences included taking initiative and self- motivation

· Working as a member of a team

	SKILLS, KNOWLEDGE,  ABILITIES AND APTITUDES

	· Good listening, literacy and oral communication skills

· Ability to write agendas and accurate, concise minutes

· Good ICT and keyboard skills

· Ability to organise time and work to deadlines

· Good record keeping, information retrieval and dissemination of information skills


	· Ability to organise meetings
· Effective use of ICT and the internet to access relevant information

· Ability to develop and maintain contacts with outside agencies eg LA, other schools, Worcestershire Governor Services, National Governors Association

· Knowledge of Trust Board and Governing Body procedures

· Knowledge of legislation, guidance and legal requirements

· Knowledge of respective roles and responsibilities of the Board of Trustees, Trustee Committees, Local Governing Boards, Headteacher,  Local Authority, DfE etc

	TRAINING
	· Willingness to undertake relevant training
	· Evidence of recent training

	EDUCATION/
QUALIFICATIONS


	· Excellent literacy and numeracy skills

· Good general education qualifications
	· IT or typing qualification

	PERSONAL ATTRIBUTES


	· Be a person of integrity

· Be able maintain confidentiality

· Be able to remain impartial

· Have a flexible approach to working hours

· Be sympathetic to the needs of others

· Have an openness to learning and change

· Have a positive attitude to personal development and training

· Have excellent interpersonal skills
	

	SPECIAL REQUIREMENTS
	· Be able to work at times convenient to the Trust, including before school and evening meetings

· Be available to be contacted at mutually agreed times
	

	CONTRA INDICATORS
	· Criminal convictions involving offences against children
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