
Clerk to the Governing Board 

 Closing date: 30th September 2018 
 Job Start Date: ASAP  
 Grade: 7 (scp 22 – 25) 
 Hourly Rate: £12.24 - £13.42 including holiday pay  
 Hours of Work: approx 90 hours per year during term time, for administration at home 

and in school and minuting 10 meetings (FGB) per school year. Meetings usually take 
place on Tuesdays or Thursdays from 4pm 

 Salary Type: Support Staff  
 Location of Role: Meetings at the school, preparation work from home and some 

school administration. 
 Contact e-mail address: kprm1982@hotmail.com 

The Governing Board at St Blaise C.E Primary School are seeking to appoint a Clerk to 
the Governors. This is a key role, providing administrative and procedural advice to the 
Governing Board. The post holder will work closely with the Chair of Governors and 
Headteacher, working within the current legislative framework to secure the continuity of 
Governing Board business and observe confidential requirements. 

The purpose of the clerk’s role is to: 

 Provide advice to the governing Board on governance, constitutional and 
procedural matters. 

 Provide effective administrative support to the governing board. 
 Ensure the governing board is properly constituted. 
 Manage information effectively in accordance with legal requirements. 

The job offers flexible working hours, often evening work, and an interesting insight into 
the world of education, particularly leadership and management within our schools. 

The Clerk will be responsible for preparing agendas in consultation with the Headteacher 
and Chair of Governors, taking and writing up minutes of meetings, distributing 
documentation and other information to the governing Board. When necessary, the Clerk 
will be expected to liaise with appropriate partners such as the Local Authority. The Clerk 
will need to be familiar with the DfE Governance handbook and provide advice to 
governors as necessary. 
 
There are usually 10 meetings of the full governing board per year but attendance at 
additional meetings may be required. Meetings are currently held on a Tuesdays or 
Thursdays from 4pm and attendance at meetings is essential. The approximate hours are 
90 hours per year. Payment includes time to allow for meeting preparation, attendance at 
meetings, the completion of minutes and subsequent administrative duties.  
 
 

Skills for a clerk include being able to write agendas and accurate concise minutes, having 
good ICT skills, being able to organise their time, work to deadlines, organise meetings 
and keep records.   



Personal attributes include being able to maintain confidentiality, being able to remain 
impartial, having a flexible approach to working hours, having good interpersonal skills, 
being able to work at times convenient to the governing Board (including evening 
meetings) and being able to travel to meetings. 

Where needed, the successful candidate will be offered full training. 

St Blaise C.E Primary School is committed to safeguarding children and all staff members 
will undergo and enhanced DBS check.  
 
Information about the school 

We are a small but growing, friendly primary school for 4 to 11 year olds located in Milton 
Heights.  In November 2014 Ofsted judged us to be a good school.  We have worked 
extremely hard as a school community to achieve this judgement.  We will now strive to 
become an outstanding school by ‘achieving together’.  As a church school we support the 
spiritual development of individuals, our Christian values underpin all that we do. 

Application Procedure 

Visits to our school are very much encouraged and would give you time to find out a lot 
more. Please do get in touch with our School Administrator, if you are interested in 
applying or exploring this further then please call: 01235 831368  

We only accept applications from candidates using the Oxfordshire County Council Job 
Application Form which is available to download from the advert or from our website. We 
do not accept unaccompanied CVs. We will only consider a CV as supplementary to a 
fully completed application form. These can then be emailed to the School Office; 
office.3260@st-blaise.oxon.sch.uk or mailed to St Blaise CE Primary School, School 
Lane, Milton Heights, Abingdon, Oxfordshire OX14 4DR. Please ensure you explain any 
gaps in your employment history. If you are shortlisted, we will take up written references 
before your interview so please provide permission for this and provide accurate phone 
and email contact details for your referees. One of your referees must be your current or 
last employer, and if you are currently employed in a school, you must include your Head 
Teacher. Our school is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff, visitors and volunteers to share in this 
commitment. All post holders are subject to an Enhanced Disclosure Barring Service 
Check and we undertake rigorous checks on all staff and volunteers who work in our 
school and maintain a central record documenting these. Staff involved in recruitment and 
selection of employees are trained in safer recruitment, and all of our staff and volunteers 
undertake Child Protection training.  

Safer Recruitment 

Oxfordshire Schools are committed to safeguarding and promoting the welfare of children 

and young people and expect all staff and volunteers to share this commitment. This post 

involves the type of work with children and young people that requires applicants to 

undertake a Disclosure and Barring Service check. The posession of a criminal record will 

not neccessarily prevent an applicant from obtaining this post. All users are considered 

confidentially and according to the nature of the role and information disclosed. 


