Bexley Council

Job Description 

Directorate:
Corporate Services


Department/Section: Governor Services
Job title:
Governor Services Officer
Reports to:
Schools Governance Adviser
Post holders name (if applicable): 
1.
Purpose of the job
To assist the School’s/Trust’s decision-making process and to provide high-level support to various Committees, Sub-Committees and other meetings. The post-holder is expected to work closely with Governors and officers up to Headteachers/Chief Executive level in order to programme, co-ordinate and deliver effective decision-making support. The post-holder will report directly to the Senior Committee Officer, although, at the higher end of the career grade, much of the work will be unsupervised. 

In accordance with the Local Government and Housing Act 1985, this is a politically restricted post.

2.
Principal accountabilities 

Supporting the decision programming and strategic meetings involving senior officers and Members of the Boards and Governing Bodies.   This involves managing a vast forward programme for various meetings, the preparation of agenda packs for those meetings and publishing them by email to Governors, where applicable. It also includes producing an accurate record of the meeting and ensuring that any follow-up actions are taken. 
To support the team in the maintenance and development of the Governors management  and webcasting systems including keeping abreast of latest developments by networking with other local authorities through the user Forums and sharing best practice with team colleagues.

Maintaining an overview of information on Bexley’s internal web site (“BHive”) together with the Governors Services public web pages.

To provide support to Senior Governor Services Officers in their work, as and when required, including attending meetings in their absence. To undertake specific projects/tasks as allocated by the Head of Service in response to emerging issues or service improvements. As the post-holder progresses there may be opportunities to directly manage projects.
To be responsible for the appointments and resignations to the Governing Bodies including the administration of this.

To arrange and call the Governor’s annual Parents meeting and administer.

To give advice to Governors on the handling of complaints, and draft outcomes for them.
Providing advice as required to Governors and Headteachers/SLT on constitutional and procedural issues.  This includes becoming familiar with the necessary protocols, articles and other aspects of the School’s Constitution & Code of Governance.

Assisting as necessary with revisions to constitutional and other documents.

Dealing with correspondence in accordance with agreed standards.
Clerking School Disciplinary meetings, and School Appeals following the necessary training.

Undertaking such other similar duties as may be required from time to time.

To keep under review working methods for which the post-holder is responsible.
To undertake any other duties within the department as determined by the Head of Schools HR and Governors Services.

3.
Personal Effectiveness 
To keep up to date with, and at the higher end of the career grade, to develop the professional and technical skills and knowledge required to satisfy the requirements of the post, including all relevant legislation and guidance.
To present timely and relevant advice and information to Governors and Headteachers and to ensure that all necessary administrative arrangements are made in support of the decision-making process.
To deal promptly with all matters requiring the post holder’s personal attention.


To be conversant with relevant statutory provisions and the Council’s constitution, processes and procedures.


To establish and develop effective working relationships with officers, Members and outside agencies.
4.
Hardest part of the job
Full Governing Body meetings and other committee meetings are integral to the Schools and require careful liaison with Headteachers/CEO’s and Trustee’s/Governors to ensure that reports are accurate and comply with constitutional requirements. Initially the post-holder will act on guidance from senior Governor service staff on the nature of advice to be provided to Headteachers/CEO’s on reports that will be presented to Governors Committees or to individual Executive members.

The ability to manage a demanding workload to tight timescales to ensure that Members receive the best possible service within limited resources is essential. The post-holder must have political awareness and be able to demonstrate political sensitivity in the day-to-day discharge of their duties.
5.
Supplementary Information
Towards the higher end of the career grade the post holder would be expected to be successfully managing a range of meetings and projects and making a wider contribution to the department.
Although the nature of Governor Services work is governed by regulation and guidance there will be a number of decisions that require the post holder to be sensitive to the political nature of the work and make professional judgements.  However, there are often a range of options that will need to be considered and the most appropriate course of action advised on.  It is important that the various rules are understood and that workable solutions to issues are put forward.

6.
Person Specification
Please see below.
Approval - We confirm that this questionnaire conveys a full and accurate description of the job as at (insert date)

Signed:
Manager________________________



Date________________________________

Post holder___________________________

Date_______________________________
PERSON SPECIFICATION FOR POST OF GOVERNOR SERVICES OFFICER 

DIRECTORATE:
CORPORATE SUPPORT AND FINANCE
SECTION: GOVERNOR SERVICES 
	SELECTION CRITERIA
	ESSENTIAL/

DESIRABLE (E/D)
	METHOD OF ASSESSMENT

(see key )

	(a) Education and Formal Training 

Educated to degree level or equivalent or relevant professional qualification in Governors services Administration

	D
	A/I

	(b) Relevant Technical Experience and Knowledge
Experience of administrative work or information management in local government or similar environment.
An understanding of the role of Governors/Trustees in Schools 
Excellent organisation skills, including the ability of prioritise competing tasks whilst working with Governors and Schools Senior Leadership team.
Excellent written and oral communication skills.

Ability to work independently and under own initiative, as well as part of a team.

Able to deal confidently with requests for information and advice (following training if necessary).

Flexible and able to work to tight deadlines.

Experience of use of industry standard ICT software applications 
Ability to travel to meetings

	D

D

E
E

E

E

E

E

E
	A/I
A/I

A/I

A/I, PE
A/I
A/I

A/I

A/I

DL/I


Your application will be assessed against this criteria at the shortlisting stage and where indicated at the final selection stage.

KEY: 

I = Interview



A = Application Form
AT = Ability Test

PQ = Personality Questionnaire
P = Presentation

PE = Practical Exercise 

CRB = CRB Clearance

DL = Driving Licence
GOVERNOR SERVICES OFFICER – CAREER GRADE

	Grade
	Qualifications

	Experience
	Expectations

	Stage 1
	Minimum of GCSE O-level or equivalent.
	No prior local government experience, nor prior knowledge of Committee Administration

	Receiving close supervision to allow all aspects of the job to be undertaken.

	Stage 2
	Progression towards a relevant qualification. 
	Relevant experience in supporting local authority governance and decision-making arrangements. 

	Ability to undertake all aspects of the role. Performing all tasks to a high standard with some supervision. 

	Stage 3
	Completion of a relevant qualification/degree
	Substantial relevant experience.

	Fully conversant with all aspects of the role.
Performing all aspects of the job to a high standard under minimal supervision.

Contributing more widely to the work of the Governor Services and Schools HR.  Undertaking research and analysis in support of this work.


	Stage 4

	As above (actively pursuing opportunities to develop management skills)
	Substantial relevant experience.
	Able to independently manage a range of Governor and SLT level meetings.  

Developing ideas for service improvement and keeping fully abreast of best practice.

Able to lead on specific projects or other work within the Governors Services function as determined and supported by the Head of Schools HR and Governors Services.



Progression from grade to grade is not automatic; only on approved qualification and/or experience, and is subject to work at the higher grade being available and the recommendation of your manager and  Head of Service.
