


Job title Clerk to Academy Committee

Salary Scale Scale I

Hours of Work Flexible but based on:
Four scheduled meetings per year.
Each meeting paid as a minimum of six hours to
include two hour meeting time, preparatory work,
and production of minutes.

Plus additional ad hoc meetings (e.g. appeals
panels) which will vary in time requirements.

Responsible to Company Secretary

Location Various across the Trust

Main purpose of the role

● The clerk will establish and maintain good communication systems, in accordance with legal
requirements; and positive working relationships, observing confidentiality where necessary.

● Make notes at the meeting in order to produce minutes to an agreed timescale that are clear and
unambiguous. Maintain a record of responsibility and timescale for agreed actions to inform the
work of governors between meetings.

● Work with the chair (or chair of committee) and the principal finalise the agenda for strategic
governor meetings and distribute within statutory time frames Liaise with those preparing papers
to ensure they are available on time and distributed, including those required by legislation and
regulations. (e.g. the principals termly report.) Ensure meetings are quorate; record the
attendance of governors and apologies, including whether the apology is sanctioned, and any
declarations of interest.

● Build effective working relationships with governors, the principal, school staff and external
agencies as required. The clerk is required to work irregular hours sometimes outside of the
school core day, often responding to differing requests from a range of sources on an
unpredictable basis.

● Have the ability, knowledge and confidence to challenge and intervene. e.g. the clerk may need
to recommend that governors seek advice from Trust HR adviser of the Inspiration Trust on legal
matters relating to staffing or health and safety issues before making decisions where they feel
governors are at risk of working outside of the legal framework. A specific example might be to
ensure governors have attended appropriate training for example exclusion training before
serving on an exclusion panel or to ensure that governors follow their policies and/or seek
professional advice with respect to staff redundancy.

● Demonstrate knowledge of the three main roles of the governing board and of the DfE
Governors’ Handbook and the relevant governor regulations in the context within which they are
working. Understand the governor role in school improvement and have knowledge of current
Ofsted requirements

● To provide administrative support to the governing board and individual governors to facilitate
effective and efficient meetings and strategic governance. To make a key contribution to ensuring
a strong evidence base is provided for Ofsted/Audit by through an accurate record of governing
board challenge, actions and decisions via concise and accurate minutes. To manage
information effectively and in accordance with legal requirements, observing confidentiality where
necessary.



Organisational relationships

● Responsible to the Company Secretary
● Direct liaison with a range of stakeholders including Inspiration Trust staff and Governors

Principal accountabilities and responsibilities

Administration ● To undertake a range of administrative duties including the creation
of an agenda and the distribution of pacers to Governors

● Ensuring Equality and Diversity are embedded in all activities.
● To offer a professional and courteous service to all stakeholders.
● To respond promptly and efficiently to all enquiries.
● Ensuring exceptional attention to detail.
● To undertake any other duties of an administrative nature and any

other duties that are within the scope of the post as determined by
the Line Manager.

● To provide excellent administrative and clerical support to Academy
Committees

● Providing accurate minutes of meetings

Organisation &
Guidance

● To ensure that deadlines are met.
● To ensure the accuracy of all information.
● Advise the governing board and its individual members on

governance legislation, constitutional, legal and procedural
matters where necessary before, during and after meetings.

● Provide advice to the governing board. In the role of adviser, the
clerk will act to support, advise and enhance the work of the
governing board within the framework in which it operates

Safeguarding ● To commit fully to the safeguarding agenda.

Communication ● To act as a role model for the Governance Team
● To act as the first point of contact for Academy Committees
● To maintain excellent communication with stakeholders.
● Remain objective at all times; remain neutral and be the

‘constitutional conscience’ of the board.

Performance Management

Participating in the Trust's arrangements for performance management, professional development and
the Trust's arrangements for quality assurance and internal verification.

Context

All staff are part of the whole Trust team. Each individual is required to support the values and ethos of
the Trust and Trust priorities as defined in the Trust Improvement Plan. This will mean focusing on the
needs of colleagues, parents and students and being flexible in a demanding environment.

Miscellaneous

To undertake any further tasks which could be reasonably expected by the Trust. The Data Protection Act



2018 renders an individual liable for prosecution in the event of an unauthorised disclosure of information.
The post is one that carries responsibility for the wellbeing and welfare of children and the post holder
should be aware of this and the need to act accordingly. The Trust will endeavour to make any necessary
reasonable adjustments to the job and the work environment to enable access to employment
opportunities for disabled job applicants or continued employment for any employee who develops a
disabling condition.

It is a requirement of the post holder to make positive efforts to maintain their personal safety and that of
others by taking reasonable care, carrying out requirements of the law and following recognised codes of
practice. The post holder is also required to be aware of and comply with policies on health and safety.

This is an Equal Opportunities post and is in accordance with the Trust's Equality and Diversity Policy.
This job description can be altered, with the agreement of the post holder and will be reviewed on an
annual basis. It is not a comprehensive statement of procedures and tasks, but sets out the main
expectations of the Trust in relation to the post holder's professional responsibilities and duties.

The Inspiration Trust is committed to protecting the welfare of children and young people. Due to
the nature of this role, it will be necessary for the appropriate level of DBS (Disclosure & Barring
Service) to be undertaken. It is essential you disclose whether you have any pending charges,
convictions, bind-overs or cautions and if so, for which offences. This post will be exempt from
the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions)
(Amendments) Order 1986. Therefore, you are not entitled to withhold information about
convictions which for other purposes are "spent" under the provisions of the Act. Any failure to
disclose such convictions will result in dismissal or disciplinary action by the Trust.



Person Specification

Essential Desirable
Qualifications
Good numeracy and literacy skills/GCSE (or equivalent) Maths and
English

✓

Certificate in Personnel Practice (CIPD Level 3) ✓
Experience
Proficient with Microsoft and Google ✓

Experience of taking minutes for committees ✓
Fully competent at using ICT ✓
Experience of dealing with confidential information ✓
Experience of working in an education setting ✓

Skills, Knowledge
Proficient in grammar ✓
General understanding of math ✓
Ability to work on own initiative ✓
Able to build good working relationships with stakeholders ✓
Ability to work well under pressure ✓
Can meet deadlines by effective planning and time management ✓
Calm and courteous approach ✓
Good communication skills, both written and spoken ✓

Excellent attention to detail ✓

Signature  …………………………………...……                 Date ………………………

Name ………………………………………..


