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	Mission Statement

‘Driving Ambition, Inspiring Success’




	Job Description
	Job Title No: 




	Post Holder


	

	Job Title
	Head of Governance and Clerk to the Corporation


	Responsible to
	Chairman of Governors 




Key Strategic Objectives 

· To act as an independent advisor to the Governing Body and its Sub-Committees, with regard to the operation of its powers, procedural matters, conduct of its business governance good practice, and to contribute to overall governance policy, goals and targets. 
· To be accountable to the Governing Body, through the Chair. 
· 
To actively contribute to the College’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
Specifically, the post holder's responsibilities will be as follows

1. To ensure that the Governing Body fulfils its legal, statutory and public responsibilities as appropriate. 
2. To attend and clerk in person, or by delegation, to a named individual, all meetings of the Governing Body and its Sub-committees.

3. To represent the College at internal and external governance events.

4. To plan and publish an annual Calendar of Meetings of the Governing Body and its Sub-Committees.

5. To formulate the agenda with the Principal / Chief Executive, Senior Leadership Team and Chair of Governors / Committee Chairs, ensuring that is is circulated, along with any supporting papers, seven calendar days in advance of the meeting, with draft minutes being agreed with the Chair within fifteen working days of the meeting taking place.

6. To provide independent advice, administration and information to the Governing Body and its Sub-Committees including acting as the reference point for enquiries, updating the Governors’ website, keeping official records of the Governing Body’s business, and ensuring that any outstanding business is actioned in-between meetings.
7. To advise, through the Search & Governance Committee, issues relating to membership, including the re-appointment of Governors / External Members, and the recruitment of new Governors and / or External Members, and ensuring that appropriate checks are made. 

8. To ensure all statutory obligations are fulfilled within the areas of management control, including the use of the College Seal, and the annual up-date of the Register of Interests, Skills & Competency Framework and Eligibility Declaration Forms.

9. To ensure that the Governing Body and its Committee receives appropriate information on the College’s financial and academic performance throughout the year, and also receive regular weekly bulletins on the wider aspects of Further Education Policy, where appropriate.
10. To take appropriate action if and when the Governing Body, Chair or a Committee is at risk of acting outside their powers or proposing unlawful actions.

11. To ensure that any disclosures through the Public Interest Disclosure Procedure (Whistleblowing) are acted upon, with the Governing Body receiving an annual up-date on any allegations made.

12. To ensure all Governance Policies / Procedures are kept under review, including but not limited to, the Instrument & Articles, Standing Orders, Terms of Reference, Code of Conduct, Anti-Fraud & Bribery Policy, Gifts & Hospitality Policy and other key documents.
13. To arrange internal and external training for Governors and External Members including induction, and on-going mentoring and support.

14. To support the Governing Body in the yearly review of its performance, through the production of a Self-Assessment Report, which may also highlight any Areas for Improvement, which are then monitored by the Search & Governance Committee.
15. To monitor, advise and support compliance with the Code of Good Governance for English Colleges, which has been adopted by the Governing Body, with annual reviews provided to the Search & Governance Committee on progress made. 

16. To organise elections for the appointment of Staff Governor (Business Support) and Staff Governor (Academic), and to also support the Student Governor Election process.

17. To mentor the two Student Governors, providing them with appropriate support and guidance so that they can make an impact regarding the Student Voice.

18. To administer the e-governance portal, where all Governing Body / Committee papers and supporting documents are stored, with a critical eye on continuous development.

19. To liaise with the Vice Principal - Finance & Registry in ensuring that all administration, and procedural matters relating to the College’s Subsidiary Companies are adhered to.

20. To support the Vice Principal - Finance & Registry in ensuring that the Audit & Risk Committee receive regular up-dates / reports from the Internal Audit and Financial Statements Auditor as part of the approval process for the annual Financial Statements.
21. To act as authorised signatory and budget holder as required.
22. To chair internal/external committees as required.
23. To manage and supervise staff as required, including arranging appropriate training and development. 
24. To be a College data owner, responsible to the Data Protection officer to ensure compliance with the College’s Data Protection Policy.
25. To show an active commitment to the College's Equality and Diversity Policy, Quality Frameworks and Health, Safety & Welfare policy.
26. To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College.
27. To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
28. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.
29. The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College.

Signed __________________________________ Date _____________________


	Person Specification




	Category
	Ref
	Criteria Description
	Method of Assessment


	1. Skills and Abilities


	Essential


	1.1
	Excellent interpersonal, listening and communication skills, including report writing. 

	Application/Interview



	
	1.2
	Good organisational skills and the ability to work unsupervised, and on own initiative.


	

	
	1.3
	Trustworthy, with an ability to deal sensitively with confidential issues.


	

	
	1.4
	Experience of planning and managing complex processes set against targets and time constraints.


	

	
	1.5
	Ability to interpret documentation 
and / or policy to appropriately advise the Governing Body.


	

	
	1.6
	Good IT skills.


	

	
	1.7
	Ability to challenge where necessary.


	

	Desirable
	1.8
	Supervisory experience.


	

	2. Qualifications and Training


	Essential


	2.1
	Educated to at least level 3 with Grade C or above in Maths and English (or equivalent) – with excellent written skills and grammar.


	Application/Verification of original certificates



	
	2.2
	A commitment to undertake any mandatory training relevant to the role.


	

	Desirable
	2.3
	Degree or equivalent.

	

	
	2.4
	Recognised qualification in FE Governance or Company Secretary Qualification, or similar.


	


	Category
	Ref
	Criteria Description
	Method of Assessment


	3. Attitude / Disposition


	Essential


	3.1
	Team Player.

	Application/Interview/

References


	
	3.2
	Flexibility in terms of working day, as some meetings are in the evening.

	

	
	3.3
	Commitment to excellence.

	

	
	3.4
	Commitment to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College.

	

	4. Knowledge


	Essential


	5.1
	Knowledge and understanding of governance and / or committee frameworks.


	Application/Interview



	
	5.2
	Understanding of the current education legislation.


	

	
	5.3
	Appreciation of the ethical issues relating to the conduct of those in public life.


	

	Desirable
	5.4
	Knowledge and understanding of the legal framework of Further Education governance, and the role of Clerk in an FE corporation.


	

	5. Experience


	Essential


	6.1
	Experience of working with senior leaders within the organisation.


	Application/Interview



	
	6.2
	Ability to make decisions.


	

	Desirable
	6.3
	Previous budget holder experience.


	

	
	6.4
	Experience of working within a governance or similar role.


	


	Contract Arrangements




	1.
	Contract type


	Management

	

	2.
	Working week


	18.5 per week

	

	3.
	Holiday

	18 days per annum (actual)

	

	4.
	Period of Notice


	Three months.

	

	5.
	Salary Scale

	Management Spine – Points 4 to 13

	

	6.
	Pension
	Employees are eligible to join the Local Government Pension Scheme, with a Pension Contribution Rate of 5.8% - 6.5% depending on starting salary.

	

	7.
	Sickness
	The Corporation Sickness Policy will apply (further information is available from the Human Resources Department on request).

	

	8.
	Probationary Period


	12 months

	9.
	Disclosure & Barring Service Check
	From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40. 




Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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