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	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Good literacy skills

· Good administrative skills

· Good keyboard skills and speed

· Good ICT skills including knowledge of Microsoft Office

· Good communication skills e.g. ability to clearly and concisely give information and data from a wide range of sources

· Ability to work under own initiative and good time management skills

· Ability to prioritise own workload and meet deadlines

· Ability to work with chairs of governing boards to plan events and ensure good administrative practices are in place

· Experience of working in a business or education environment in an administrative capacity


	· Skills that would be valuable to a governing board, e.g. finance, interviewing, statistical/data analysis, arbitration.

· Knowledge of educational issues

· Knowledge of community and issues specific to the area

· Knowledge of equal opportunities legislation


	· Application form.

· Interview.

· Exercise– minute taking

· References.


	Qualifications and Training
	GCSE English or equivalent
	· Clerk to Governing Board NVQ level 3 or equivalent

· RSA business qualification, NVQ level 3 in Business or School Administration or equivalent
· Qualification in speed writing
	· Application form.

· Interview.

· Certificates.

	Experience
	Experience of taking succinct minutes / notes
	
	· Application form.

· Interview.
· References.

	Special Requirements
	· Ability to respect confidentiality

· Ability to produce high quality minutes and reports

· Ability to be impartial – provide advice without bias or attempting to influence decisions

· Ability to be tactful and diplomatic

· Ability to work as a member of a team

· Willingness to actively participate in training and professional development

· Ability to self-motivate and plan for both short and long term


	· Ability to drive and have access to a vehicle

· A background in education

· A background in HR or Finance

· A commitment to school governance as a means of raising standards in schools


	· Application form.

· Interview.
· References.
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