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Person Specification 



Position Title:

Governor Support Clerk
Position Ref. No:


Salary Grade:

Grade 4
Directorate:


Education
Service:


Governors Support Team
	Essential Requirements 

	Qualifications

· GCSE qualifications in English and Maths

· Numeracy and literacy skills

	Application form/interview

	Experience

· Of working to deadlines to complete tasks
· Of providing specialist, and sometimes contentious, advice, support and challenge to Headteachers and Governing Boards

· Using a PC to prepare documents, record information or input data
· Experience of minuting meetings and transcribing the notes to a high standard

	Application form/interview

	Knowledge and Understanding Of

· Knowledge of governance legislation and procedure matters

· The requirements of minuting meetings and transcribing the notes to a high standard

	

	Ability To:
· Ability to advise Governing Boards/Trust Boards on governance legislation and procedural matters where necessary before, during and outside of meetings

· Share information and obtain information, either in writing, in person or over the telephone;

· Work effectively within a busy team environment, be helpful and co-operate with others;

· Extract relevant information from written information;
· Be self-motivated, and committed to excellent work practice;
· Learn minute taking skills;
· Be reliable and self-reliant and to seek guidance when needed.

· The need to respond sensitively and professionally to the needs and feelings of others

	Application form/interview

	Commitment to Equal opportunities

	interview
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