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Directorate	Education Excellence 		Location: various locations 
Division: 	Governor Services				 
Section: 	School Support Services 
Post: 		Administrative Assistant
Grade: 	Grade F 

Responsible to:	Service Manager, Schools Support Services 

Responsible for: 	N/A

JOB PURPOSE	

To provide effective general clerical / administrative support to Governor Services.

MAIN DUTIES

1. Interpret legislation and offer professional advice to schools and governors considering reconstitution, and ensure each governing body has a valid Instrument of Government following the reconstitution of the governing body or change in status of school.
2. Maintain records for those attending training courses using appropriate computer software packages
3. Undertake basic testing of processes of ONE software when developments take place.
4. Receive, process and respond to Ofsted notifications, providing data responses within the allocated timescale.
5. Maintain records for school governors and advise schools of changes.
6. Provide admin support for the clerking and training SLAs.
7. Undertake the administrative procedures deemed necessary to ensure that all relevant training courses are adequately attended.
8. Provide information to senior colleagues as required to enable informed decisions to be made about training.
9. Be aware of relevant legislation and deal with day-to-day governor queries.
10. Undertake general clerical support including filing, photocopying, faxing, e-mailing and dealing with telephone queries. 
11. Support the Service Manager by carrying out the administrative work to ensure that Local Authority Governor vacancies are monitored and filled by:
a. completing regular reports to Cabinet to effect the appointment of Local Authority governors;
b. taking part in the process for new Local Authority Governor applications, including assessing against the LA criteria and attending interviews with the Service Manager, where appropriate, for appointment.
c. liaising with schools to understand their needs to ensure a best match.

12. Coordinate and attend the termly meetings with Clerks to provide relevant information to ensure high level of service.
13. Be responsible for the coordination and administration of the clerking SLA, including processing the financial charges to schools. 
14. Quality assure minutes provided under the clerking SLA to ensure an effective service.
15. Responsible for maintaining records for school governors and advising schools of any changes.
16. Responsible for undertaking the administrative procedures necessary to ensure that all relevant training courses are effectively organised including governors’ conferences when appropriate.

PERSON SPECIFICATION

Post:   Administration Assistant – Governor Services          Grade:     F

	Personal Attributes required (based on job outline) 
	Essential (E) or Desirable (D)
	AF (Application Form)
I (Interview)
T (Test)


	Qualifications/Training
	
	

	
Level 2 qualification in Numeracy/
Mathematics and Literacy/English or equivalent qualification

Administrative qualification e.g. NVQ level 3 in Administration or equivalent

Knowledge and understanding of the strategic, regulatory and political context within which local government operates

	
E




E


E



	
AF




AF/I


AF/I

	Experience
	
	

	
Experience of clerical/administrative work
Use of IT systems
Working as part of a team
Working to deadlines
Production of statistical reports
Relevant experience of providing a range of administrative services to support governing bodies

Evidenced practice in delivering support to governing bodies

Experience of managing confidential information


	
E
E
E
E
E
D


D

E
	
AF/I
AF/I
AF/I
AF/I
AF/I
AF/I


AF/I

AF/I

	Knowledge/Skills/Abilities
	
	

	
Excellent IT skills (use of Word and Excel)
Excellent communication skills
Attention to detail and ability to undertake numerical tasks accurately
Ability to work collaboratively with colleagues
Ability to foster positive professional relationships and work effectively with key stakeholders


	
E

E

E

E


	
AF/I/T
AF/I

AF/I


AF/I




C – Certificate; AF – Application Form; I – Interview;  T - Test


GENERAL: 

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture.


ORGANISATION CHART
	 Service Manager Schools Support Services 


Governor Support Officer 





	
Administrative Officers x2

  	




Prepared by: 
	
Name: 		Tracy Mckeating 
	Designation		Service Manager, School Support Services 
	Date:			March 2022
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