
WEST HATCH HIGH SCHOOL 

a Specialist Business and Enterprise School 
“THE BEST THAT I CAN BE” 

Headteacher: Mr D Leonard BSc (Hons), Med 
High Road, Chigwell, Essex, IG7 5BT 

 

Clerk to Governors 
Required ASAP 

Casual Contract - £15.16 per hour 

Majority Hybrid Working 

We are seeking to appoint a Clerk to Governors. This post is an opportunity to work 

supporting the Governing Body for the school. 

The role will be hourly paid and a majority of the time will be remote working.  

There are approximately eleven meetings per academic year spread out evenly each 

term. Three of these meetings are held on site and therefore attendance in school 

would be required. 

The meetings are held after school and will start around 4.30pm lasting around two 

hours. All administration work for the role can be done remotely. 

The estimated working time for the role is eight hours per meeting, this includes 

preparation, attendance and finalising minutes therefore approximately 88 hours work 

per annum. 

The successful candidate will need to be flexible and have good communication, 

organisational and administrative skills. 

West Hatch is a thriving, heavily oversubscribed innovative school.  Proud of its success 

with significantly above average results. Rated ‘Good’ by Ofsted, we are always striving 

for improvement.   

The school is as passionate about developing its staff as it is about developing 

students, both inside the classroom; come and be a part of our future and let us help 

and guide yours. 

The Governing Body is committed to safeguarding and promoting the welfare of children 

and young people and expects all staff to share in the commitment.   This appointment 

is subject to an enhanced DBS check and positive references. 

Further details about this post and an Application Form are available by visiting our 

School website at www.westhatch.net 

If you require additional information, please contact recruitment@westhatch.net 

Closing Date – Friday 16th February 2024 at noon 

Based on the quality and quantity of applications received, West Hatch High School 

reserves the right to close this vacancy sooner than the specified closing date. 

Therefore, early applications are encouraged. 

../../../../../HR/Recruitment/ADS/2021-22/Finance%20Manager/www.westhatch.net
mailto:recruitment@westhatch.net


Job Description 
 

 

Job Title Clerk to the Governing Body (1) 

Grade 2020 Scale 5 (2019 Band 3) 

Reports to The Governing Body, subject to the guidance of the Chairman 
between meetings 

Liaison with Headteacher and other senior staff and Governing Body 

Job Purpose To undertake the administrative and clerical work related to the 
meetings of the whole Governing Body and other committee 
meetings as may be required. 
 

Duties • To arrange suitable dates for all meetings and book 
appropriate rooms and refreshments; write to all 
Members/parents and visitors as appropriate 

• To prepare the Agenda for the meetings of the Governing 
Body and to send out the Agenda and other papers in 
advance of the meeting 

• To attend appropriate meetings of the Governing Body, to 
offer advice as necessary on the conduct of business in 
accordance with the Instrument and Articles of 
Government and the Education (School Government) 
Regulations 1989, and to take notes of the meeting 

• To prepare, subsequent to the meeting, formal minutes 
and, having cleared these with the Chairman, to arrange 
for these to be typed, reproduced and circulated as 
appropriate 

• Where necessary, prepare and reproduce papers 
supplied by parents to all Members on the appropriate 
committees 

• To deal with correspondence as required by the 
Governing Body and/or the Chairman and to follow up 
matters raised at Governing Body meetings 

• To maintain records of all Governors’ attendance at 
meetings and general correspondence files as 
appropriate for each Committee 

• To attend, as authorised, any training/briefing sessions 
for School Governing Body Clerks 

• To carry out all routine administration tasks before and 
after the meetings at the request of the Governing Body. 

 

General • To participate in the performance and development 
review process, taking personal responsibility for 
identification of learning, development and training 
opportunities in discussion with line manager. 

• To comply with individual responsibilities, in accordance 
with the role, for health & safety in the workplace 

• Ensure that all duties and services provided are in 



 
 
 
 
 
 

accordance with the School’s Equal Opportunities Policy 

• The Governing Body is committed to safeguarding and 
promoting the welfare of children and young people and 
expects all staff and volunteers to share in this 
commitment 

• The duties above are neither exclusive nor exhaustive 
and the post holder may be required by the Headteacher 
to carry out appropriate duties within the context of the 
job, skills and grade  



PERSON SPECIFICATION - CLERK TO THE GOVERNING BODY 

General heading Detail Examples 

Qualifications & 
Experience 

Specific qualifications & 
experience 

Experience in a senior administrative role in 
a busy office environment 
Educated to NVQ Level 3 or equivalent 
Qualification or experience in financial 
management 
 

Knowledge of relevant 
policies and procedures 

Detailed knowledge of school policies and 
procedures 
Knowledge of Governing Body Committee 
Roles 

Literacy NVQ Level 3 in English or equivalent 

Numeracy NVQ Level 3 in Maths or equivalent 
Ability to undertake complex 
financial/budgetary calculations 

Technology Ability to use word processor and wide range 
of financial and administrative IT packages 

Communication Written Ability to write complex letters and reports 

Verbal Ability to exchange complex verbal 
information clearly and sensitively 

Languages Seek support to overcome communication 
barriers with children and adults 

Negotiating Ability to negotiate effectively to achieve best 
outcomes 
Ability to manage difficult or controversial 
exchanges 

Working with 
children 

Behaviour Management Understand and implement the school’s 
behaviour management policy    

SEN Understand and support the differences in 
children and adults and respond 
appropriately 

Curriculum Understanding of the learning experience 
provided by the school relevant to the role 

Child Development Understanding of the way in which children 
develop relevant to the role 

Health & Well being Understand the importance of physical and 
emotional wellbeing 
Ability to support children who may be unwell   

Working with 
others 

Working with partners Establish effective relationships with those 
working in and with the school 

Relationships Ability to establish rapport and respectful and 
trusting relationships with children, their 
families and carers and other adults 

Team work Ability to make a distinctive contribution to 
the work of a team 
 

Responsibilities  Organisational skills Good organisational skills 



 

 Ability to work accurately with attention to 
detail 

 Line Management Ability to lead and motivate a team 

 Time Management Ability to manage own time effectively 

 Creativity Ability to follow instructions 

General Equalities Demonstrate a commitment to equality 

 Health & Safety Basic understanding of Health & Safety 
 Child Protection Understand and implement child protection 

procedures 

 Confidentiality/Data 
Protection 

Understand procedures and legislation 
relating to confidentiality 

 CPD Demonstrate a clear commitment to develop 
and learn in the role 
Ability to effectively evaluate own 
performance 


