
[image: image1.jpg]- ODST
( Oxford Diocesan
Schools Trust




Job Title:

Governance Assistant
Salary:  

FTE salary starting at £24,982
Status:


Average 18.5 hrs per week to include some evening meetings
Employer:

Oxford Diocesan Schools Trust (ODST)

Location:
Nominally based at St Mary’s Convent, Wantage, but will require travel to ODST schools 

Reports to:

Governance Manager
Key relationships:
Predominantly with ODST Trustees, Local Governing Bodies, schools and the central team
Job purpose

The post holder will carry out the duties of a Governance Assistant and is expected to work collaboratively with Local Governing Bodies, Clerks and the central ODST team to ensure the delivery of a high-quality and consistent clerking and governance support service across all ODST schools.
Principal Accountabilities

· Provision of a clerking service for identified ODST schools

· Support to clerks across ODST schools
· Provision of governance support across ODST
DUTIES AND RESPONSIBILITIES
1.
Clerking for identified ODST schools:

· Provide a professional clerking service for the Local Governing Bodies of ODST schools, where there is a vacancy or where a specific need has been identified.
· Ensure the effective administration of Local Governing Body meetings for those schools, maintain LGB records and provide advice and guidance on legislation and procedural matters as required.
2.   Support to other clerks in ODST schools
· Provide advisory support – via telephone and e-mail- to other clerks in ODST. 

· Provide guidance to clerks on managing the work of the Local Governing Body.
· Provide a schedule of business, template agendas, model terms of reference and other resources to support the clerking service.
· Facilitate and lead a regular forum for clerks supporting ODST schools, to provide networking opportunities, develop and share best professional practice. 
· Carry out reviews of clerking quality and effectiveness as appropriate.

· Guide clerks of prospective ODST schools through the conversion process and any steps required on the route to becoming an academy.
· Work with member schools to manage the recruitment and appointment of new clerks to ODST schools as required. 
· Support the induction, appraisal and development of ODST clerks.
· Identify training needs for clerks and work with the Governance Manager to provide appropriate professional development opportunities.

3. 
Provision of governance support across ODST
· Work with the Governance Manager on the provision of training and resource materials to support governance across ODST. 
· Provide administrative support for the appointment of new Local Governing Body Members.
· Provide administrative support for the policy review schedule.
· Provide support in respect of clerking for Trustee meetings and ODST committee meetings where required. 
NOTE: The current main duties and responsibilities of this post are outlined in this job description. The list is not meant to be exhaustive and the need for flexibility, shared accountability and team working is required. The post-holder is expected to carry out any other related duties that are within the employee's skills and abilities, commensurate with the post’s banding and whenever reasonably instructed. 
CONTACT WITH OTHERS 

The post holder will on a day to day basis be accountable to the Governance Manager. Within the course of their role there is likely to be contact with LGB clerks in ODST schools, LGB Chairs in ODST schools, ODST colleagues, staff in other Diocesan departments, Headteachers, Trustees, local authority officers/advisers etc. 
Professional Standards - knowledge, skills and competencies 

	
	Essential


	Desirable



	Knowledge and Skills:

· Ability to demonstrate the knowledge, skills and behaviours required to provide professional clerking services to governing boards.

· Good understanding of legislation, procedures and policies relating to school governance.
· Proven administrative and organisational abilities.
· Ability to work independently and flexibly, taking the lead in sphere of work.
· Ability to communicate effectively with a wide range of stakeholders.
· Customer focussed.
· Flexibility in organisation of work and time.
· Commitment to continuous improvement
· Able to travel within the Diocese of Oxford as required. 

· IT proficient.
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	Experience:

· Experience as a clerk to a governing body

· Experience of academies
	
	

	
	
	


GENERAL INFORMATION

	Remuneration
	FTE salary starting at £24,982 (actual gross salary of £10,542).


	Hours of work
	Average 18.5 hours per week. Due to the nature of the role flexibility will be required and there will be some evening meetings. 


	Place of work
	Flexible: could be mainly home-based or at St Mary’s Convent (Wantage), with some travel to schools and other locations possible.

	Term 
	Term time only (overall 0.42 FTE).


	Pension Provision
	Eligible for membership of Local Government Pension Scheme (a defined benefit scheme). 

	Probation period
	Six months, during which time progress will be regularly reviewed.


	Notice period
	During probation, 1 month and thereafter, 2 months from either side.
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