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CHILDREN’S SERVICES
PERSON SPECIFICATION

POST TITLE:
Governance Manager
GRADE: 
Band 8
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Degree / NVQ Level 4 qualification in a relevant discipline OR equivalent relevant experience for the role

	· National Professional Qualification in clerking
	· Application form

· Certificates

	Work Experience


	· Recent successful experience in a governance, education, Local Authority or similar setting
· Experience of interpreting and implementing policy and legislation
· Experience of developing relationships with stakeholders at a variety of levels 

· Experience of managing and leading a team

· Experience in the use of a variety of IT systems 

· Significant administrative experience

· Experience of report writing and delivery of presentations / training


	· Experience of budget management
· Experience of delivering governor training
	· Application form

· Interview

· Presentation

· References

	Knowledge/

Skills/

Aptitudes


	· Excellent leadership and management skills
· Excellent interpersonal and organisational skills

· Excellent literacy skills

· Knowledge of the education sector and policy
· Ability to lead difficult conversations and deal with contentious issues

· Ability to facilitate meetings

· Ability to take high quality minutes

	
	· Interview
· Presentation
· References

	Disposition


	· High level of organisational skills; resilience to cope with intense work pressures, manage own time efficiently and to keep to deadlines
· Personal reliance

· Personal and respectful approach

· Ability to work under own initiative and as part of a team
· Flexible approach to working

· Willingness to participate in training and development


	
	· Interview

· References

	Circumstances


	· Willing to work outside normal office hours

· Full current driving licence or access to a means of mobility support
· Enhanced clearance from the Disclosure and Barring Service


	
	· Interview

· Application form
· DBS check
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