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Central Operational Team
Job Description
Job Title: Trust Assistant Governance Officer
Salary: £12.08 per hour £23,304 FTE 
Hours per week: 15 
Working weeks: Term time, flexible
Responsible to: Trust Governance Office & Company Secretary, Trust Directors, CEO. This role is responsible to the Trust Board and not the individual LGB’s. 
Supervisory Responsibility: None
Important Functional Relationships
Internal:  Directors, Members, Trustees, CEO, CFO, LGB, Trust Employees, Executive Headteachers/Headteachers, Heads of School, Trust wide admin team, Central Office Team
External: Trust representatives, Partner Schools, LA representatives, Local Authorities, Colleges, Suppliers of goods and services, families, DfE
Main Purpose of Job:

To provide administration for The Local Governing Boards.  To advise on Governance matters.  To facilitate communication between the LGB & The Trust Board of Directors.
Main Duties and Responsibilities
1. Be responsible for advising governors on constitutional matters, duties and powers, working within the broad current legislative framework and ADMAT Articles
2. To ensure that the business of Local Governors is conducted smoothly and efficiently and that Local Governing Boards operate within the powers that are delegated to them in the Scheme of Delegation
3. Along with the Governance Officer, ensure that communication, continuity and consistency is applied to governance across the trust.  Keep up to date with Trust matters local governors can be informed appropriately
4. Pass information and requests as necessary from LGB meetings to the trust board via the Governance Officer
5. Assist in managing the school level policies, ensuring they are reviewed when necessary
6. Keep the relevant governance pages on the school websites up to date.

Main Duties and Responsibilities with regards to meetings, the assistant governance officer will:
7. Be responsible for the administration and minuting of around 21 local governor meetings per academic year: one full governors meeting per school per term, 7 per term, and any Extra-Ordinary meetings as required.
8. Prepare an agenda based primarily on the cyclical plan and liaison with Chairs, Executive Head Teacher and Heads of School
9. Ensure agenda and supporting papers are available in a timely manner
10. Record attendance, note apologies and take action re persistent absences
11. Advise governors on governance legislation and ensure procedural matters meet statutory requirements
12. Facilitate 2 way communication between the LGBs and trust board
13. Attend LGB Chair networking sessions when required
14. Prepare minutes of Governors’ meetings, outlining key points from discussions and noting any challenges and any actions required
15. Submit drafts via the Executive Head Teacher/Head of Schools and then Chairs for approval
16. File all agendas, supporting papers and minutes as per ADMAT procedures, and keep a signed copy of all minutes in appropriate files in the central office
17. Published non-confidential minutes on the school websites once they have been signed at the subsequent meeting
18. Maintain Governors attendance records and ensure they are posted on appropriate website
19. Chair the part of the meeting at which the Chair is elected
20. Collate Governor visit reports and file as per ADMAT procedures
21. Be prepared to assist with exclusion meetings and records as required
22. Be prepared to take notes and make a record at disciplinary hearings
23. Manage the complaints procedure when the LGBs are involved
24. Assist with co-ordination of meetings and training sessions across the MAT
25. When necessary, clerk a Trust board or committee meeting if the Governance Officer is not available. 

In terms of membership, the assistant governance officer will:

26. Maintain a register of names and category of governors, their terms of office, and ensure a register of details is posted on appropriate website
27. Ensure the appropriate paperwork is filled out and signed (such as Governor Eligibility, pecuniary interests) and ensure they have seen and acknowledged the code of conduct
28. Advise governors of expiry of the term of office before term expires so elections or appointments can be organised in a timely manner
29. Assist with succession planning of Chairs and recruitment of new governors, including advertising and liaising with potential new governors.
30. Complete induction process for all local governors 

31. Maintain a live register of governor’s pecuniary interests, ensure they are updated as changes occur, or with an annual declaration, and post on the appropriate school website
32. Liaise with Heads of School and Child Protection Officer to ensure that DBS disclosure has been successfully carried out on a new governor when it is appropriate to do so.

In terms of documentation, the assistant governance officer will:

33. Ensure ADMAT governance documents published on the school websites
34. Ensure the LGB sections of the Governance document sharing system are kept up to date, with a structured file system to ensure ease of use, accountability and evidence for future inspections
35. Keep all details of Governors up to date on the DfE secure database “Get Information About Schools”
36. Issue and collate skills audits, produce skills matrix and then highlight training requirements or gaps for future recruitment
37. Ensure the latest policies are published on school websites as appropriate
38. Assist Heads of Schools and local governors with management of school level policies
39. Assist the Governance Officer with the admissions policies and processes
40. Respond for requests for information from the Trust Board, CEO or Governance Officer as required

With regards to providing advice and information, the assistant governance officer will:

41. Advise the Local Governors on procedural issues
42. Maintain access to appropriate legal advice, support and guidance
43. Maintain records of Governors’ correspondence
44. Monitor resources such as NGA, DfE and OFSTED websites, and pass on appropriate information to Local Governors

45. Conduct research to answer queries as required;  

In relation to Professional Development, the governance officer will:

46. Attend initial training necessary for this role
47. Attend any relevant governance training as considered necessary
48. Conduct any on-line training or CPD as considered necessary
49. Keep up to date with current educational developments and legislation affecting school governance.
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	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience


	Previous experience in an administrative setting. 

	Previous experience working with a governing body is desirable but not essential. 
Experience in an educational environment. 


	Application 

	Education & Training

	English and maths GCSE’s or equivalent. 

	Level 4 Certificate in Academy governance.
	Application 

	Special Knowledge & Skills

	Proficient in computer and IT skills. 

Excellent typing and word processing skills.

Excellent oral & written skills.

Excellent organisational skills.

Excellent communication skills.
Excellent attention to detail


	
	Application / Interview 

	Any Additional Factors


	Ability to work within a Team. 


	A member of the Chartered Governance Qualifying Programme.

	Interview 


