

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Children’s Services
	SERVICE GROUP: Improvement & Partnerships

	POST TITLE: 
Casual Clerk To School Governors 
	REPORTS TO: Jo Garbett, 
Lead Officer For Governors Clerking Service

	GRADE: Band 7
	SAP POSITION NUMBER : 50105063


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To carry out the administrative role and duties of Clerk to the Governors. as set out in legislation.
To advise the governing body of the procedures necessary to fulfil their responsibilities in line with national legislation, local policy and their Instrument of Government.

Keep up to date with current developments and legislation affecting all areas of school governance through training and research.


	Main Responsibilities of Post: Max 15 Bullet points

	· Attend six governing body meetings a year and any additional governing body and statutory and non-statutory committee meetings as agreed.
· Work with the Chair and Headteacher to prepare a purposeful agenda and distribute with any supporting papers giving at least 7 days’ notice ahead of the meeting.
· Take minutes of the governing board meetings; sending draft minutes to the Chair and Headteacher for agreement prior to circulating draft minutes to all governors within 21 days of the meeting.
· Ensure a file is maintained in school of the minutes agreed by governors.
· Maintain accurate folders of all minutes and accompanying documents for each school and upload to the online governor module.

· Deal with the routine correspondence as required by the Chair and follow up matters raised at the meetings.
· Ensure that correct procedures are followed including election of Chair, Vice Chair, quorums, declarations of interest, review of terms of reference.
· Advise the governing board on law, standing orders and procedural matters where necessary during the meeting and where the governing board is not working effectively e.g. not providing documents in a timely manner, non-quorate committees, advising on governor development, preventing inappropriate discussions etc.
· Maintain an up-to-date file of names, addresses and telephone numbers of the governors and their terms of office.
· Ensure governor details are accurate and up-to-date on the online governor module.

· Record attendance of governors and observers at meetings and notify absent governors of the dates and times of future meetings and events.
· Advise the governing body of non-attendance of governors.

· Advise governors of the expiry date of their term of office.

· Liaise with School Governor Service on the procedures for nomination, election, co-option and disqualification of governors.
· Advise the governing body of vacancies and inform the Chair and appropriate body (i.e. Diocese, School Governor Service, Members Support Unit) of any resignations or appointments and ensure that action is taken to fill a vacancy.
· Undertake any training that is necessary and relevant to the role of clerk to governors.
· Keep up to date with any changes in the law relevant to the role.


	Structure:
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	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Uses a range of complex IT packages relating to area of work.
	X

	Understands of the need for confidentiality
	X

	Respects personal and cultural differences.
	X

	Forms good working relationships within formal operating structures with clients and customers.
	X

	Communicates effectively on a 1:1 basis about everyday issues.
	X

	Able to work flexibly to accommodate the needs of the service.
	X

	Knows and understands how to use, interpret, handle and communicate

information.
	X

	Completes clerical and administrative work with accuracy and attention to detail.
	X

	Demonstrate understanding of the organisation, its role in the community and what it has to offer customers. Demonstrates understanding of the School Governors Service, the Governing Board and it’s role in the school
	X
x

	Identifies and discusses relevant job-related issues with the Lead Officer to support service delivery. 
	X

	Please add up to five additional knowledge requirements specific to the post.
	

	A good, clear understanding of the role of the governing body and appreciation of the value of school governance.
	X

	Shows an understanding of and applies data protection and information security in line with the relevant area of work.
	X

	Understand, explain and where appropriate, implement relevant legislation.
	X


	Relevant experience requirement.  Will be used for shortlisting

	Able to arrange events meetings, manage diaries and service meetings, produce agendas and minutes.  

Arranging meetings and producing agendas.

	Recent regular attendance at meetings in a minute taking role.

	Experience of Dealing with a variety of situations in a sensitive and helpful manner.

	Experience of Organising own time and working effectively under pressure to meet fixed deadlines.

	Experience of working in a culturally diverse community.

	A personal and professional commitment to equal opportunities, diversity and promoting good race relations.

	Able to and experience of researching information including via the Internet.

	Able to work in a team and Using own initiative and responding flexibly to the varying needs of the job role.

	Ability to Demonstrate high levels of integrity, honesty and credibility which will inspire confidence and trust from both internal and external stakeholders/customers.

	Relevant professional qualifications requirement: Will be used for shortlisting

	N/A

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 


	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.


	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.


	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.


	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 


	Working Conditions: 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
Must be able to work at the times convenient to the meeting time of the governing body including evening meetings.

Must be willing to provide support outside conventional office hours, and in the event of unforeseen circumstances.

Must be willing to clerk meetings of other governing bodies as the need arises.  

	Special Conditions: 

	There is a requirement for the post to have recruitment checks including an Enhanced 
DBS check.

	Updated by: Jo Garbett:04.05.21
	Grade Assessment Date:
	Post Grade: Band 7
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