   

Governance Officer
       Job Description 

At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.






	Job Title
	Governance Officer 

	School
	The Harbour School & The Wymering School

	Grade
	E

	Hours 
	16 hours per week

	Contract
	Permanent/Term Time Only

	Reporting to
	       Director of Operational Governance



Purpose of the job
The purpose of the role is to:

· Provide advice to the Local Governing Board (LGB) on governance, constitutional and procedural matters.
· Provide effective administrative support to the Local Governing Board
· Ensure the Local Governing Board is properly constituted
· Manage information effectively in accordance with legal requirements as required
· Assisting in the process of evaluating and developing the quality of governance at local level

Key areas of responsibility 

Providing advice to the Local Governing Board (LGB)
· Advise the LGB on governance legislation and procedural matters where necessary before, during and after meetings
· Act as the first point contact for governors with queries on procedural matters
· Have access to appropriate legal advice, support and guidance, and where necessary seek advice and guidance from third parties on behalf of the LGB
· Inform the LGB of any changes to its responsibilities as a result of a change in school status or changes in the relevant legislation
· Offer advice on best practice in governance and self-evaluation
· Ensure that statutory school policies are in place, and are revised, when necessary, with the assistance of staff
· Advise on the annual calendar of LGB meetings and tasks


· Send new governors’ induction materials and ensure they have access to appropriate documents, including any agreed Code of Conduct
· Contribute to the induction of Governors taking on new roles, in particular the Chair
· Keep the board focused on its core strategic priorities
· Ensure the application of procedures, legislation and DfE guidance is maintained in relation to governance in the school
· Help to ensure that LGB business delivers high standards of challenge and support that compliments respective improvement plans
· Advise on the application of local policies and procedures, ensuring it is well understood which policies are trust wide and which have local variants

Effective Administration of Meetings
· With the Chair and Headteacher, prepare a focused agenda for the LGB meeting
· Liaise with those preparing papers to make sure they are available on time, and distribute the agenda and papers as required by legislation or other regulations
· Ensure meetings are quorate
· Record the attendance of Governors at meetings (and any apologies – whether they have been accepted or not) and take appropriate action in relation to absences, including advising absent Governors of the date of the next meeting
· Draft minutes of LGB meetings, indicating who is responsible for any agreed action with timescales, and send drafts to the Chair and the Headteacher
· Circulate the reviewed draft to all Governors, the Headteacher and Trust Board as agreed by the LGB and Trust Board, and within the timescale agreed with the LGB and Trust Board
· Follow up any agreed action points with those responsible and inform the Chair of progress
· Arrange regular meetings between the Head Teacher, Governance Officer and Chair of Governors
· Ensure all meetings are inclusive and well structured

Membership
· Support the LGB to ensure effective and inclusive recruitment which promotes diversity
· Advise Governors and appointing bodies in advance of the expiry of a Governor’s term of office, so elections or appointments can be organised in a timely manner
· Chair that part of the meeting at which the Chair is elected, giving procedural advice concerning conduct of this and other elections
· Maintain a register of Governor pecuniary interests and ensure the record of Governors’ business interests is reviewed regularly, lodged within the school and displayed on the website
· Ensure Disclosure and Barring (DBS) has been carried out on any Governor when it is appropriate to do so
· Maintain a record of training undertaken by members of the LGB
· Maintain Governor meeting attendance records and advise the Chair of potential disqualification through lack of attendance
· Advise the LGB on succession planning (of all roles, not just the Chair)


Management of Information
· Maintain up to date records of the names, addresses and category of LGB members and their term of office, and inform the LGB and any relevant authorities of any changes to its membership
· Maintain copies of current terms of reference and membership of any committees and working parties and details of any nominated governors e.g. Safeguarding, SEND
· Maintain a record of signed minutes of meetings, and ensure copies are sent to relevant bodies on request and are published as agreed at meetings
· Maintain records of LGB correspondence
· Ensure copies of statutory policies and other school documents approved by the LGB are kept in the school records and published as agreed, for example, on the website in accordance with timeframes set by the DfE or the Trust
· Maintain confidentiality and the security of information and documents as required
· Assist with upkeep of the local Risk Register

Other
· Clerk any statutory appeal committees/panels the LGB is required to convene
· Plan and organise the election of parent governors
· Participate in, and contribute to, the training of governors in areas appropriate to the clerking role, including induction
· Maintain a file of relevant Department for Education (DfE), Local Authority, Trust and Church Authorities (if appropriate) guidance documents
· Maintain archive materials
· Prepare briefing papers for the LGB, as necessary
· Conduct skills audits and advise on training requirements and the criteria for appointing new governors relevant to vacancies
· Work collaboratively with other school staff, including Senior Leadership, so that governance supports and enables the operational delivery of strategic objectives
· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 





Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· Good level of general education with minimum GCSE Grade C or equivalent in English and Maths
· Be able to demonstrate a willingness to attend appropriate training and development
· Relevant personal and professional evidence
· Working as a member of a team
· Working in an environment where experiences included taking initiative and self-motivation
	· Have already attended or willing to make a commitment to attend the National Training Programme for Clerks or its equivalent


	Skills & Knowledge

	· Good oral, listening and written skills
· Writing agendas and accurate concise minutes
· ICT, including keyboarding skills
· Organising time effectively and working to deadlines
· Organising meetings
· Record keeping, information retrieval and dissemination of Local Governing Board (LGB)
· data/documentation, to the LGB and relevant partners
· Using the internet to access relevant information
· Developing and maintaining contacts with outside agencies e.g. Departments of the LA,
· Church Authorities and the DfES
	· Knowledge of Governing Body procedures
· Knowledge of educational legislation, guidance and legal requirements
· Knowledge of the respective roles and responsibilities of the LGB, the Headteacher, the
· LA, Church Authorities and DfES
· Knowledge of Equal Opportunities, Human Rights legislation and Data Protection legislation (GDPR)


	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.

	






	Other Factors
	
· Satisfactory Safer Recruitment Checks
· Be able to work at times convenient to the LGB, including evening meetings
· Be able to travel to meetings
· Be available to be contacted at mutually agreed times
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