



JOB DESCRIPTION
	 
Job title:
	
Trust Clerk/Administrative Assistant

	
Responsible to:

Salary:

Working hours:

Work pattern:


Working weeks:

	
Trust Governance & Policy Officer

NJC Band 2 (SCP 6)

37 hours per week

Hours of work are flexible as they will incorporate late afternoon/early evening meetings

Term-time only (46 weeks)


	Purpose of Job:




	To attend and take minutes of the key points/decisions at the Local Governing Body meetings of Northern Arch Learning Partnership. To produce minutes of the meetings in an agreed format with an action log arising from the meetings. 

To attend and take minutes at employee related hearings arranged by the People Team.

To provide effective and efficient support to the Trust Marketing & Admissions Manager with permanent exclusions.




Main duties/responsibilities  
 
Governance 
 
1. Attend meetings of the Local Governing Bodies of Northern Arch Learning Partnership.

2. Record the attendance of Governors/staff at meetings and any apologies for absence. 

3. Produce the minutes of meetings on agreed timescales, ensuring that key decisions are captured and that appropriate records of support and challenge are accurately recorded.

4. Produce an action log, indicating who is responsible for the actions arising from the meetings.

5. Provide draft minutes to the Chair, Head Teachers/Principal and Governance & Policy Officer for any amendments prior to approval by the Governing Body.

6. Provide administrative support to the Governance & Policy Officer including assisting on the maintenance of registers for the following: register of interests, attendance records, skills audits and governance details on GIAS (Getting Information About Schools).

Permanent Exclusions
  
7. Work with the Trust Marketing & Admissions Manager to support the administration of permanent exclusions across the Partnership. 

8. Maintain accurate minutes of all exclusions, ensuring all actions are documented and deadlines are met

People Team

9. Attend employee related hearings organised by the People Team and provide accurate minutes of the hearing and any appeals within the specified timelines 
 
Other Responsibilities
 
10. Assist in the provision of providing access to online training to employees, Directors and Governors, including maintenance of training records via Smartlog.

11. Undertake, with complete discretion and in confidence, tasks as directed which may be of a sensitive and confidential nature. 
 
Safeguarding, Equality & Diversity and Health & Safety 
 
12. Ensure that you work in line with all the Academy/Partnership policies and procedures and ensure that you are aware of your obligations under these. 

13. Undertake continuous professional development including participating in performance reviews and attending training as/when require

14. Behave according to the relevant Code of Conduct and ensure that you ae aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code. 

15. Comply with health and safety policies, organisational statements and procedures, report any incidents/accidents/hazards and take a pro-active approach to health and safety matters in order to protect yourself and others. 

16. Safeguard and promote the welfare of children/students for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures. 

17. This post is deemed to be a customer facing role in line with the Code of Practice on the English language requirement for public sector workers. 

18. This post is subject to an enhanced disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment, the employee will be subject to rechecking as required from time to time by the Partnership. 

19. Any other duties of a similar nature related to this post that may be required from time-to-time. 
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PERSON SPECIFICATION
TRUST CLERK/ADMINISTRATIVE ASSISTANT

Key
AF	Application form including personal statement
S	Selection Process including interview
R 	Employment References
C	Certificates
D	Enhanced Disclosure and Barring Services Criminal Check

	
	Criteria
	Essential/
Desirable
	Stage
Identified

	
	Qualifications & Education
	
	

	1
	Maths and English GCSE (4-9 /C-A* grade)  
	E
	AF,C

	2
	Full UK driving licence and car with business insurance 
	E
	AF

	3
	NVQ Level II in Administration or equivalent
	D
	AF,C

	
	Experience & Knowledge
	
	

	4
	Experience as a governance professional, clerk, personal or executive assistant
	E
	AF,R

	5
	Experience of clerking in a multi-academy Trust
	D
	AF,R,S

	6
	Experience of working in an education environment 
	D
	AF,S

	7
	Knowledge or experience of working with stakeholders
	D
	AF,S

	
	Skills
	
	

	8
	Excellent IT skills
	E
	AF,R,S

	9
	Excellent attention to detail and ability to work with a high level of accuracy
	E
	AF,R,S

	10
	Excellent communication/interpersonal skills with the ability to communicate both orally and in writing to a range of audiences
	E
	AF,R,S

	11
	Ability to meet deadlines and work under pressure
	E
	AF,R,S

	12
	Minute taking skills
	D
	AF,R,S

	
	Personal Attributes
	
	

	13
	High level of personal effectiveness including good organisational, planning and prioritisation skills and ability 
	E
	AF,R,S

	14
	Ability to work independently and make a positive contribution as part of a team 
	E
	AF,R

	15
	Flexible approach to working hours
	E
	S

	16
	High level of personal integrity and confidentiality
	E
	R,S




	
	Special Requirements
	
	

	17
	Ability to access reliable transport in order to carry out the travel requirements of the post 
	E
	S

	18
	Willingness to work outside normal working hours 
	E
	S

	19
	Ability to form and maintain appropriate relationships and personal boundaries with children 
	E
	D

	20
	Suitability to work with children/young people  
	E
	D

	21
	The ability to communicate at ease with customers and provide advice in accurate spoken English
	E
	S



Employment references will be requested prior to the selection process and any issues arising from these will be discussed at interview. All appointments to satisfactory references.
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