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Job description 
	For HRU use only
	Ref: 4261


	Directorate
	Heath, Education, Care and Safeguarding 

	Section/Location
	Early Years and School Improvement Service 

	Post Title
	Governor Services Support Officer

	Permanent/Temp
	Permanent

	Grade
	Grade 6 

	Responsible to
	Governor Services Co-ordinator

	Responsible for
	No supervisory responsibility

	Job Purpose

	The Governor Services Support Officer will:

· Undertake the role of Clerk to the Governing Board for School Governing Boards in North Tyneside.  


· Work effectively with the Chair of Governors, the Headteacher and other governors supporting in their development as appropriate.  


· Advise governing boards of their constitutional matters, duties and powers.


· Work within the broad current legislative framework.


· Secure the continuity of governing board business and observe appropriate confidentiality requirements.


· Keep up to date with Government guidance, policies and practices.
 

	Job Content

	The following list is typical of the duties that the post-holder will be expected to perform.  It is not exhaustive and other duties of a similar nature and level may be required from time to time.

Governor Services in North Tyneside provides support, guidance and services to School Governing Boards across the Borough.  The service has a crucial part to play in the efficiency and effectiveness of school governance, giving administrative support and advising on procedural matters within the relevant legislative requirements.

Meetings
In the role of clerk to the governing board you will be expected to:  
· work effectively with the Chair and Headteacher, prepare a purposeful agenda which takes account of DFE, LA and Church Authority issues and is focused on school improvement;

· encourage the Headteacher and others to produce agenda papers on time;

· produce, collate and distribute the agenda and papers so that recipients receive them within the statutory timescale;

· maintain a record of attendance at meetings and take appropriate action for any absences;

· advise the governing board on governance legislation, local initiatives and procedural matters where necessary before, during and after the meeting;

· take notes of the governing board meetings in order to prepare detailed minutes, including indicating who is responsible for any agreed actions;

· record all decisions accurately and objectively with timescales for actions;

· prepare and circulate an action plan for the governing board following the meeting;
· liaise with the Chair, prior to the next meeting to receive an update on progress of actions agreed previously;

· lead on part of the meeting at where the chair is elected.


	Membership of Governing Boards:

· co-ordination and provision of information relating to the appointment of Local Authority Governors 

· maintain contact details for all Governors;

· support governor induction and initiate a welcome pack to newly appointed governors;

· regularly review and maintain Governing Board documents including committee membership and specific responsibilities;

· keep up to date with governor expiry dates and action accordingly;

· keep the Governing Board updated on any changes to its membership;

· maintain governor meeting attendance records and advise the governing board of non-attendance of governors and action which can be taken to disqualify non-attenders;

· maintain a register of governors’ pecuniary interests;

· provide information to be uploaded on to the school’s website.  


	Advice, information and support:

· advise the governing board on procedural issues;

· secure appropriate legal advice, support and guidance;

· signpost new governors to relevant online DFE support and documentation;
· support new governors with induction training, alongside other training offered in the Authority’s training brochure for governors;

· advise on the requisite contents of the school documents required by law;

· ensure that statutory policies have been approved and that a file of school policies is kept up to date and held on school premises;

· assist with and participate in the provision of training for governing boards where appropriate;
Duties within the Governor Services Team:
· assist in the day to day procedures of the Governor Services office – answering telephone enquiries, photocopying, filing, circulating information, mail shots, attending and contributing to team meetings;
· update the Governor Services web based portal (Education Services) as required;

· cover for other team members where appropriate who may be sick or absent;

· clerk extra meetings where the Service has negotiated extra payments;

· contribute towards the Governor Services Strategy Plan 

· perform any other reasonable duties relating to the post as directed by the Governor Services Co-ordinator or the Senior School Improvement Officer.
General:

· Promote and effectively contribute towards projects related to continuous service development and improvement

· Ensure the health, safety and welfare of employees and the public by complying with appropriate health and safety policies.

· Undertake training relevant to the post.
· Undertake corporate training.

· Undertake any other related duties assigned to the post from time to time and appropriate to the grade of the post.



	Performance standards

	Professional Development

· Meet the requirements outlined in the School Improvement Service Strategy; 
· Study for the NGA Level 3 Clerking course; 
· Further standards to be determined by the Individual Performance Review Process.


	Working conditions

	· Mainly office based with some home working.  

· Regular evening meetings.

· Flexible working hours to incorporate the evening meetings.

· You will need to arrange virtual meetings on occasions using an approved programme. 

· The post-holder will be required to visit schools during the day but mainly outside of school hours.  

Governor Services is based within the School Improvement Service in The Langdale Centre; however, the post-holder may be required to work from any work site in North Tyneside.
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