
 
Clerk to Academy Local Governing Bodies (Merseyside) 
 
£24,944 - £28,821 per annum PRO RATA (part time, term-time only) 
 
We are seeking to appoint a Clerk to our Academy Local Governing Bodies in our 
Staffordshire and Merseyside Hub, to deliver a high quality and comprehensive clerking 
service to our three academies in Wirral.  Successful candidates will be joining a team of 
governance professionals who meet regularly and offer lots of training and support.   
 
Under the guidance of the regional Governance Manager, you will provide advice to 
governors on constitutional and procedural matters in accordance with our Trust’s 
governance approach and the wider regulatory framework. You will also provide meeting 
support to your assigned LGBs, including minuting meetings to a high standard.   
 
Successful applicants will be expected to have substantial clerking experience, excellent 
communication, interpersonal and organisational skills, be able to work independently and to 
organise their own time whilst working to strict deadlines.  
 
The role is term-time only and part time, and hours will be flexible across the year, to meet 
the needs of the governing bodies. The specific arrangements regarding the number of hours 
required will be discussed and agreed with the successful applicant but we anticipate 
approximately 13 hours per week will be required. The majority of LGB meetings take place in 
the late afternoon or early evening. A flexible approach to working hours is essential as the 
successful candidate may be asked to service additional meetings in order to meet the 
governance needs of the Trust (for example pupil disciplinary committees, complaints 
panels, HR hearings) or to provide cover for other team members in their absence. 
 
The successful applicant will have a base at their nearest academy, although we anticipate 
that they will undertake the majority of their work from home.  Under normal circumstances, 
attendance at academies for meetings is required, and travel expenses will be reimbursed. 
Due to the current pandemic and the control measures in place within our academies due to 
Covid, all meetings are currently taking place on a virtual basis.  A laptop and mobile phone 
will be provided.   
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The Co-op Academies Trust is committed to safeguarding and promoting the welfare of 
children and young people, and expects all its staff and volunteers to share this commitment. 
The successful candidate will be subject to a Disclosure and Barring Service check. 
 
To arrange an informal discussion about the post please contact Tammy Pyszky, 
Governance Manager for the Staffordshire and Merseyside Hub - 
tammy.pyszky@coopacademies.co.uk 
 
Start date: As soon as possible. 
 
Benefits include:  

● 30 days’ annual leave, plus bank holidays  
● Local government pension scheme  
● Childcare vouchers  
● Co-operative flexible benefits, including cycle to work  
● Co-operative credit union  
● Health-care cash-back scheme  
● Season ticket & rental deposit loans  
● Discount on various Co-op branded products  

 
Closing date: 8 January 2021 
Interviews: 22 January 2021 
 
Applications must be on our application form. Please return your completed form to Masi 
Ngenda (Trust HR Officer) via email: centralrecruitment@coopacademies.co.uk 
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Salary / grade range Clerk range (Pro rata) 
Term Time Only (38 weeks per annum) 
part time (hours to be agreed) - worked flexibly across the term 

Location Co-op Academy (TBC) 

Reports to Governance Manager for Staffordshire and Merseyside 

Purpose of role:  

 
To support effective governance by providing governance support services and arrangements 
within the Co-op Academy Trust’s Governor Service, ensuring that they are consistent with 
Trust-wide practice, and providing a full clerking service to allocated academies.  
 

Key accountabilities (and specific duties / responsibilities): 

 
To be responsible for providing and maintaining effective clerking support to allocated Local 
Governing Bodies (LGBs), to include: 

● Developing and maintaining effective professional working relationships with the chair, the 
governors and the headteacher/principal  

● Supporting the LGB in scheduling its meetings, in line with the guidance issued by the trust 
● Agreeing agendas with the headteacher/principal and chair of governors, in line with the 

trust’s model agendas and in consultation with the Chief Education Officers where 
appropriate 

● Ensuring associated meeting paperwork is submitted and uploaded to GovernorHub (or any 
electronic system which the trust chooses to utilise) within the trust’s agreed timescales  

● Maintaining accurate records for each LGB including recording governor attendance, 
appointments, terms of office, resignations, changes in governors' details 

● Ensuring each governing body operates within the trust’s agreed policies and procedures 
● Attending all LGB and LGB committee meetings and producing accurate minutes, in line 

with trust protocols, and within the timescales agreed between the academies and the trust 
● Convening panels for complaints and exclusions hearings, and supporting central HR 

colleagues in convening panels for HR hearings 
● Attending exclusions and complaints hearings and and producing accurate minutes, in line 

with trust protocols, and within the timescales agreed between the academies and the trust 
● Advising each LGB on the delivery of its core functions and other Department for Education 

governance advice, and on the academy trust’s protocols and procedures, during and 
between meetings as needed; 
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● Support new governor induction, including sending out appointment letters, ensuring 
relevant paperwork is completed, setting up new governors on GovernorHub or any 
alternative system, and ensuring they know how to access their account, and ensuring new 
governors have access to current guidance and timely and appropriate training, including 
on-line training; 

● Accessing appropriate advice for the LGB where necessary; 
● Liaising between the LGB and the central team where appropriate, including ensuring 

appropriate information is fed back to the Governance Manager and Chief Education 
Officer; 

● Advising the LGB on relevant changes to national or trust-wide guidance; 
● Promoting effective governor visits and ensuring records of these are kept; 
● From a professional understanding of each LGB, contributing to the trust’s governance risk 

register 
 
Other responsibilities: 
 

● In undertaking all activities, to safeguard and protect the welfare of children and young 
people 

● Demonstrating commitment to and behaviours in line with the Trust’s aims and the Ways of 
Being Co-op  

● Building and maintaining positive working relationships across the regional hub and Trust, 
and supporting effective communications  

● Taking responsibility for own continuing professional development 
● Providing cover for other clerks’ absences where possible  

Personal attributes required (based on job description): 

Attributes All attributes are 
essential, unless 
indicated below as 
‘desirable’ 

How measured, e.g. 
application form (A), 
interview (I) 

Qualifications 
● A degree qualification or equivalent  
● Minimum educational qualifications to A Level or 

equivalent, and including Maths and English GCSE at 
grade C or above 

● Evidence of Continuing Professional Development 
 

 
D 
E 
 
 
E 

 
A 
A 
 
 

A 

Experience 
● Strong record of providing professional clerking ideally 

within organisational governance including recording 
minutes of complex discussions in strategic meetings 

● Working within the DfE’s clerking competency and 
governance competency frameworks 

 
E 
 
 

D 
 

 
A 
 
 

A 
 



 

 
This post is subject to an enhanced DBS check.  We value variety and individual differences, and aim 
to create a culture, environment and practices at all levels which encompass acceptance, respect and 
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and 
principles, and the Ways of Being Co-op. 
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● Experience of establishing strong relationships across a 
range of stakeholders 

●  Effective information management and sharing  
● Organisation and administration of meetings, events and/or 

conferences within time and resource constraints. 
● Track record of using sector good practice, collaboration 

and professional networks to inform and develop services 
 

E 
 
E 
E 
 
E 
 
 

A and I 
 

A and I 
A and I 

 
A and I 

 

Skills, Ability, Knowledge 
● Strong planning and organisational skills, with proven 

ability to prioritise, work efficiently and accurately, 
particularly under pressure, to tight deadlines and using 
own initiative 

● Ability to develop and implement administrative 
processes and procedures 

● Ability to manage information and data based upon up-to- 
date data protection practices 

● Strong IT skills  
● Ability to build strong working relationships with a range of 

internal stakeholders 
● Highly effective listening, verbal and written communication 

skills, including minute taking skills 
● Flexible, adaptable and willing to meet the needs of the 

regional hub and Trust 
● Knowledge and understanding of governance and 

compliance 
● Knowledge and understanding of data protection principles  
● Knowledge and understanding of the education system 

including knowledge of relevant legislation and regulatory 
requirements regarding governance in education 

● Willing and able to travel to sites across the regional hub 
and Trust and to flex working hours to attend routine 
governing body meetings and occasional regional hub 
and Trust events that may fall outside normal working 
hours 

 
E 
 
 
 
E 
 
E 
 
E 
E 
 
E 
 
E 
 
D 
 
D 
D 
 
 
E 
 
 

 
A and I 

 
 
 

A and I 
 

A and I 
 
I 

A and I 
 

A and I 
 

A 
 

A and I 
 

A 
A 
 
 

A 
 

 
 
 

Personal Qualities 
● A firm belief in the values and principles of the co-operative 

movement 
● A strong commitment to the trust and its strategic 

objectives 

 
E 
 
E 

 
A and I 

 
A and I 


