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	Post Details
	

	School/setting:
	Twynham Learning Core Services

	Post type:
	Support staff

	Grade/pay level: 
	12

	Weeks per year:
	Full time 37 hours per week; Term time plus 2 weeks

	Responsible to:
	Deputy CEO



	Main Purpose

	 To provide high-quality leadership of the governance function across the Trust, including line management of the clerking team, company secretarial duties and clerking to Trustees and Members.
Key responsibilities include fulfilling all Trust company secretarial duties, leading the Trust’s clerking team, ownership of all central governance records, ownership of Trust policy framework and clerking to Trustees and Members.
This position will be critical in ensuring that the governance and company secretarial duties of the MAT are delivered to a high standard.
The role will be spread across multiple locations and travel will be required. Trustee meetings are typically held outside normal office hours, so some evening (and very occasional weekend) work will be required.



	Duties and Responsibilities

	Governance
· Ownership for maintenance of Trust policies, ensuring all required policies are compliant, consistent and are updated in line with the agreed internal cycle; new policy development when required.
· Manage the Trust’s related party & business interests register.
· Lead Trustee and Governance (Trustee and LAB Member) recruitment across the Trust and provide induction guidance and support for new recruits. Organise Trustee and LAB Member training.
· Reporting to Trustees on compliance issues and governance changes via Governance Manager report.

Company Secretarial
· Clerk to the Board of Trustees & Trust Members (including Chairs Advisory Group), scheduling all meetings, preparing all agendas, gathering and distributing all papers and producing best-practice format minutes.
· Responsible for all statutory registers, such as Companies House, GIAS, Register of Related Parties
· Manage central records of all Trustees and LAB Members, including skills audit, and provide timely reminders for any Trustee Board or Local Advisory Body appointments that need to be refreshed. 
· Line management and oversight of clerking team across the Trust, providing guidance, training and role-modelling best practice.
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	Safeguarding Duties and Responsibilities

	· Maintain central record of all Safeguarding training for Trustees, Members and LAB Members.
· Responsible for ensuring that Single Central Record administrators are promptly advised of any LAB Members, Trustees or Members who are starting, leaving or changing roles.
· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies.



	Other Duties

	· Work collaboratively as part of the trust’s Operational Leadership Team (‘OLT’), alongside the trust’s managers for Finance, Estates, IT, HR and Risk/Audit and DCEO, taking an active leadership role within the Twynham Learning Core Services team.
· All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the Trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	Qualifications, Knowledge, Skills and Attributes Required

	· Significant prior experience in the education sector
· Self-starter with ability to drive change to make processes more robust and / or efficient
· Excellent interpersonal skills and gravitas to interact with Trust leaders on a regular basis
· Extensive administrative leadership experience, ideally in a multi-academy trust environment
· It is expected that the role-holder will either be a qualified company secretary or will work towards a qualification in this role, with support from the Trust
· Proficient with Microsoft Office products, including Word, Excel, PowerPoint and Teams
· Experience of independently drafting business correspondence and documentation (including policy or procedure)
· Previous experience of line management of others desirable





	Notes

	· This job description may be amended at any time in consultation with the post-holder.



	Key/Glossary of Terms

	· MAT = Multi Academy Trust
· LAB = Local Advisory Board
· 
	· GIAS = Get Information About Schools register
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