[image: image1.jpg]




Person Specification – Clerk to the Governors 
	
	Essential 
	Desirable 

	Qualifications and Experience


	· Qualifications equivalent to NVQ Level 2 (in an appropriate/relevant discipline) and/or relevant work or voluntary experience. 
· Evidence of commitment to continuing professional development and keeping up-to-date with developments and changes 
	· Experience of using Governor Hub 
· Experience of clerking in a Single Academy Trust 

	Knowledge, Skills and Abilities


	· Experience of taking minutes and producing accurate records of meetings. 

· Knowledge of School Governance Regulations 

· Use of word processing software. 

· Excellent organisational and time management skills 
· Excellent communication skills - both orally and in writing

· Ability to work under pressure and meet deadlines   

· Ability to work in a team and accept delegated responsibility 


	 

	Personal Qualities
	· Excellent interpersonal skills

· A ‘can do’ attitude
· Attention to detail

· Ability to be calm and consistent under pressure
· Ability to work on own initiative, as well as alongside others, including the Senior Leadership Team and Governing Body

· Resilience, commitment, initiative and a sense of humour 
	

	Safeguarding Children


	· Commitment to safeguarding and promoting the welfare of children and young people

· Enhanced DBS

· Awareness of, and adherence to, relevant health and safety regulations

· Awareness of the need for confidentiality and data protection 
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