
 
 

Advert 
Role Governance Professional (Clerk) (Maintained Schools) 

School Vermont School 

Hours 10 Hours a term, term time only  

Salary Grade 6 - £27,899 - £30,060 FTE 

Closing date 5th November 2025 

Interview date 17th November 2025 

Start date January 2026 

 

An exciting opportunity has arisen for a Clerk to the Governors to join our experienced team at 

Vermont Primary School, a small special school for children with SEMH as the primary area of need 

on their EHCP. 

 

We are part of the Aspire Community Trust, which is a small but fast paced trust consisting of 9 

schools,1 secondary and 8 primaries. Our family of schools are based in the vibrant and diverse city 

of Southampton, on the South Coast of England. Our trust is based on the co-operative values of 

self-help, self-responsibility, democracy, equality, equity and solidarity. We believe in openness, 

honesty, social responsibility and caring for others.  

 

Unlike a Multi-Academy Trust, our schools remain autonomous bodies with their own governing 

bodies and their own Headteachers. Whilst we are all Foundation Schools that work within the Aspire 

Community Trust, we also maintain our Local Authority maintained status. This is important – we want 

to provide a local education that meets the needs of our local context. 

 

Application procedure  

Should you wish to apply for this vacancy, please view the linked documents on our website, 

Vacancies | Vermont School 

Please return the completed Application form to Mrs Annie Mewett,  

recruitment@vermontschool.co.uk  

 

Where applicable, potential candidates may benefit from a tour of the school.  Please note, any 

candidates requesting a tour will be asked for their current place of work which will allow the school 

to verify, where possible, the name and place of work given. Potential candidates will be asked to 

bring their current school ID and/or photographic ID as proof when they visit the school for a tour. 

Successful candidates will be subject to online searches. 

Applications will be reviewed as they are received. An early application is advised with interviews 

possibly being arranged in advance of the closing date. Vermont School reserves the right to make 

an appointment before the closing date. 

 

Safeguarding  
Vermont School Is committed to safeguarding and promoting the welfare of children, young 

people and vulnerable adults and fulfilling our statutory obligations as detailed in the DFE statutory 

guidance, ‘Keeping Children Safe in Education’ 

 

We are committed to recruiting candidates who share this commitment and therefore we apply 

robust recruitment and selection procedures to ensure that the people selected are suitable and 

that all candidates are subject to the appropriate pre-employment checks  

 

https://www.vermontschool.co.uk/vacancies/
mailto:recruitment@vermontschool.co.uk


Job Description: Governance Professional (Clerk) 
 

Your role: 
To provide procedural guidance to the governing board on governance, constitutional and 

procedural matters. A Governance Professional will contribute towards the efficient and effective 

functioning of a governing board and its committees.  

 

Advice and Guidance 
Provide independent and expert procedural guidance to the governing board on its duties and 

functions, contributing to the efficient conduct of the board by: 

• Providing guidance to the board on its core functions and Department for Education (DfE) 

governance advice, including the Governance Handbook and Competency Framework for 

Governance   

• Updating the governing board on relevant legislation and procedural matters where 

necessary before, during and after meetings  

• knowing where to access appropriate legal advice, support and guidance, and where 

necessary seeking guidance from third parties on behalf of the governing board  

• informing the governing board of any changes to its responsibilities as a result of a change 

in school status or changes in the relevant legislation  

• Updating and informing the board on the regulatory framework for governance (relevant 

acts and regulations, instruments of government)  

• offering ideas on governance best practice, including on committee structures and self-

evaluation  

• ensuring that statutory policies are in place, and highlight when staff need to review them  

• Producing the annual calendar of governing board meetings and tasks  

• facilitating new governor induction and ensuring they have access to appropriate 

documents, including any agreed code of conduct   

• working with the Chair of Governors to ensure new governors have a governor induction  

• anticipating issues which may arise, and drawing these matters to the chair’s attention, 

proposing recommendations  

• ensuring discussions remain strategic and not operational.  

• manage complaints and appeals process once it gets to governor stage  

 

Organisation and Administration 

 

Prepares for and administrates meetings, allowing the board to make effective use of their time and 

focus on strategic matters. Supports the smooth and effective running of meetings by: 

• working with the chair and headteacher to prepare a focused agenda for governing board 

meetings and committee meetings  

• liaising with those preparing papers to make sure they are available on time, and distribute 

the agenda and papers as required by legislation (7 calendar days prior to the meeting 

date)  

• ensuring meetings are quorate, inclusive and well structured  

• recording the attendance of governors at meetings (including any apologies, minuting 

whether they have been accepted or not), and take appropriate action in relation to 

absences  

• drafting minutes of meetings, indicating who is responsible for any agreed actions with 

timescales, and circulate as agreed with the governing board 

• circulating the reviewed minutes to all governors/members of the committee, the 

headteacher and other relevant bodies within the timescale agreed with the governing 

board  



• following-up on any agreed action points with those responsible and informing the chair of 

progress  

• ensuring a policy schedule is in place and remains up to date 

 

Governing Board Membership 

 

Effective boards need members with the right skills, experience, qualities and capacity. To support 

the board’s proper constitution, it is the responsibility of the Governance Professional to:  

 

• advise governors and appointing bodies in advance of the expiry of a governor’s term of 

office and the impact of this on the board’s capacity, diversity and skills mix 

• establish, in discussion with the board, open and transparent vacancy filling processes and 

efficient procedures for election and appointment  

• give procedural guidance concerning conduct of governor elections and assist with 

election procedures   

• collate, maintain and ensure correct publication of information about governors such as any 

pecuniary interests  

• ensure Disclosure and Barring Service (DBS) and other relevant checks are carried out on any 

members of the board  

• maintain a record of training undertaken by members of the governing board  

• maintain governor meeting attendance records and advise the chair of potential 

disqualification through lack of attendance  

• advise the governing board on succession planning for all governing board roles 

• update GIAS within 15 days of any changes taking place. 

• Working with the Chair of Governors in placing adverts for governors and ensuring that leads 

are followed up 

 

Managing Information 

 

Supports the board in maintaining records of policies and procedural documents and ensures these 

are accessible. This includes: 

• maintain up to date records of the names, addresses and category of governing board 

members and their term of office, and inform the governing board and any relevant 

authorities of any changes to its membership  

• maintain copies of current terms of reference and membership of any committees, working 

parties and any governors with specific oversight of an area e.g. SEND   

• maintain a record of signed minutes of meetings and ensure copies are sent to relevant 

bodies on request and are published as agreed at meetings   

• maintain records of governing board correspondence   

• ensure copies of statutory policies and other school documents approved by the governing 

board are kept in the school and published as agreed, for example, on the website  

 

Relationships and Development 

 

Good relationships between the Governance Professional (clerk) and members of the board are 

essential for open communication. Governance Professionals also have a role to play in supporting 

and advising the governing board on their self-review and development. The Governance 

Professional should fulfil these responsibilities, whilst maintaining independence, by: 

• developing and maintaining professional working relationships with the chair, the board and 

school leaders   



• contributing to the coordination of learning and development opportunities for those 

involved in governance, including induction and continuing professional development   

• The clerking competency framework supports individuals in assessing their own practice, skills 

and knowledge and identifying their development needs. Continuing professional 

development in the role of clerk should include: 

• undertaking appropriate and regular training to maintain knowledge and improve practice   

• keeping up to date with current educational developments and legislation affecting school 

governance 

• participating in regular performance management, led by the chair 

• The post holder may be expected to carry out duties other than those given in the job 

description where the level of responsibility is similar and he/she has appropriate 

qualifications or receives appropriate training to carry out these duties. 

 

 

Headteacher/line manager’s signature  

 

 

Date  

 

Postholder’s signature  

 

 

Date  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Person Specification 
 

Person Specification 

Criteria Essential Desirable 

KNOWLEDGE 

A good knowledge of Business Administration and several 

years’ practical experience of administrative processes 

 

Knowledge of the law and procedural requirements 

pertaining to school governance 

 

English and Maths to GCSE Grade C or equivalent 

 

Business Administration qualification to NVQ level 3 or 

equivalent 

 

Evidence of providing comprehensive administrative and 

clerical service 

 

Able to advise and update on regulatory framework for 

school governance (relevant acts and regulations, legislation 

etc)  

 

To demonstrate a good level of numeracy and literacy 

 

To provide the business knowledge and theoretical context for 

school administration 

 

Willing to undertake further training as required for the role. 

 
✓  

 

 

 

 

 

✓  

 

 

 

 

 

✓  

 

 

 

 

 

 

✓  

 

 

 

 

✓  

 

 

 

 

 

✓  

 

 

 

 

 

✓  

 

 

 

 

 

✓  

 

 

 

 

 

✓  

MENTAL SKILLS 

 

Evidence of using own judgement and interpretation skills to 

interpret information 

 

Ability to provide advice to Governors on matters of law and 

procedure  
 

 

 

 

✓  

 

 

 

 

 

✓  

INTERPERSONAL & COMMUNICATION SKILLS 

 

Ability to communicate information and ideas effectively to a 

range of audiences, through excellent written and oral 

communication skills 

 

Evidence of being able to effectively liaise with strategic 

boards and provide them with advice 

 

To produce clear, accurate and concise minutes of meetings 

 

Evidence of  holding effective (agenda) planning meetings 

with senior leaders (Headteacher and Chair of Governors) 

 

 

 

✓  

 

 

✓  

 

 

✓  

 

 

✓  

 

 

 

 

 

 

 



Evidence of being able to develop and maintain effective 

working relationships with stakeholders of the school. 

 

 

 

 

 

PHYSICAL SKILLS 

 

Excellent  ICT skills 

 

Ability to use Microsoft Office programmes effectively, 

effective use of email and cloud-based systems.  

 

Confident with being able to use Microsoft Teams / Zoom or 

Google meets as required and to organise meetings.   

 

Ability to update School and DfE Systems such as GIAS as 

required. 
 

 

✓  

 

✓  

 

✓  

 

 

✓  

 

 

 

✓  

 

 

 

 

 

 

 

 

 

✓  

INITIATIVE & INDEPENDENCE 

 

Ability to work on own initiative & to plan & organise own 

workload  

 

Ability to work independently, mainly from home to carry out 

the role. Attend meetings in school as required and to use 

effective communication with governors between meetings 

to ensure that actions are followed up.  

 

Liase with other organisations (Governor services) regularly 

and attend training and (governance professional)  forums as 

required. 

 

Evidence of effective yearly planning - Produce annual 

calendar of meetings, coordinate with others electronically as 

needed.  

 

Evidence of good time management – (Distribution of 

documents within a timely manner to the governing board.) 

 

Evidence of keeping effective statutory records. 

 

 

✓  

 

 

 

✓  

 

 

 

 

 

 

 

 

 

 

 

✓  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

✓  

 

 

 

✓  

 

 

 

 

 

 

✓  

 

 

 

PHYSICAL DEMANDS 

 

Ability to work in a constrained position for regular periods of 

time 

 

Evidence of being able to take minutes of meetings, either by 

hand or electronically and to be able to attend both in 

person and virtual meetings. 

 

 

 

 

 

 

 

✓  

 

 

 

✓  

 

 

 



MENTAL DEMANDS 

 

Ability to concentrate for lengthy periods of time 

 

Evidence and ability to ensure that effective minutes are 

taken and governors remain strategic in their meetings. To be 

confident enough to interject when governors are not 

following legislation or procedure. 

 

✓  

 

✓  

 

 

✓  

 

 

 

✓  

RESPONSIBILITY FOR PEOPLE 

 

Understanding of key safeguarding issues and procedures 

 

To ensure correct reporting and monitoring of any 

safeguarding issues arising across the school. 

 

Be willing to attend Safeguarding training as required. 

 

To maintain appropriate levels of confidentiality and data 

security in respect of personal / pupil / colleague information 

 

✓  

 

 

 

 

 

 

✓  

 

 

✓  

 

✓  

 

✓  

 

 

✓  

 

 

 

RESPONSIBILITY FOR PHYSICAL RESOURCES 

 

Evidence of being responsible for maintaining and updating 

records: e.g. Governor details, school statutory information. 

The majority of information is now stored in cloud-based 

systems. Ability to ensure these remain secure.  

 

Understanding of GDPR. 

 

✓  

 

✓  

 

 

 

 

 

✓  

 

✓  

WORKING CONDITIONS 

 

Ability to work from home, with internet access and access to 

own computer / laptop 

 

To work from home the majority of the time and attend school 

for meetings as required. 

 

✓  

 

✓  

 

 

✓  

✓  

 


