
	Post No. :
	1298

	Post Title:
	Governor Services Adviser

	Directorate:
	Chief Executive

	Division:
	Governance Services

	Section:
	Governor Services

	Reports To:
	Governor Services Manager 

	Location:
	Bickerstaffe Offices, Blackpool

	DBS Status:
	Enhanced check without a Barred List check 

	Grade:
	Grade E



	Role Purpose

	To provide governance support to Governing Board meetings, committees, hearings and appeals through preparing, attending and minuting meetings, advising on school governance requirements and decision-making procedures in compliance with the appropriate legal and regulatory framework.



	Additional information

	· The service provides support to Schools and Academy Trusts across the Blackpool and North West area and the post holder will be required to work in other locations and must therefore be able to make arrangements to travel where necessary.
· This is a politically restricted post under the Local Government and Housing Act 1989 and imposes limitations on the political activities of the post holder.
· Attendance at evening meetings will be required.



	
Main Duties and Responsibilities

	· Work with service stakeholders to organise and administrate meetings, hearings and appeals in line with legal and regulatory frameworks and approved policies.
· Work with Chairs and School Leaders to prepare agendas, papers, and correspondence on behalf of the Governing Board and distribute in line with required timescales.
· Take clear and concise minutes, indicating challenge, resolutions and those responsible for any agreed actions, as supported by the Clerking Traded Services Offer to Schools and Academy Trusts.
· Circulate draft and approved minutes to all Governors, School Leaders and other bodies within agreed timescales.
· Advise Governing Boards on legal duties, statutory governing practice and policies, constitutional requirements where necessary, before, during and after meetings, accessing internal/external advice as appropriate.
· To maintain Governing Board records, including contact details of board members, terms of office, Board CPD, business interests and meeting attendance.
· Advise on the requirements of policy reviews, and publication of governance information on school/Trust websites, in line with latest guidance from the Department for Education.
· Advise on Governing Board appointment procedures, succession planning and expiry of terms of office, including the impact on the Board’s capacity, diversity and skills mix.
· Advise on Governor CPD, including self-reviews, and assist in the promotion and arrangements for delivering training and induction.
· To keep up to date with current educational developments and legislation affecting school governance.
· To maintain good relationships with a diverse range of people, including with those in a senior position (e.g. Chairs, Governors, School Leaders, Senior Officers, Elected Members, Business Leaders).
· To provide support work where necessary for Governor Services colleagues and Democratic Governance teams including occasional support for other meetings.





	Qualifications
	Essential or Desirable 
	E/D

	· Level 2 (GCSEs Grade A-C or Grades 4-9) or equivalent qualification to include English and Maths
· ICT qualification e.g. MS Office 365, ECDL
· Level 3 Certificate in the Clerking of School and Academy Governing Boards (or a willingness to undertake and complete within 12 months) 
	E
D
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	Knowledge, Skills and Experience 

Required
	Essential or Desirable 
	E/D

	Knowledge
· Knowledge of effective governance and board practice
· Knowledge of core functions of a school governing/trust board
· Knowledge of the school system: education governance legislation, structures, procedures and values

Skills
· Ability to communicate well both verbally and in writing with a diverse range of people
· Good ICT skills/competency in the use of Microsoft Office
· Good organisational skills, with an ability to work to set deadlines, and support others
· Ability to demonstrate tact, diplomacy and professionalism in a range of situations including when dealing with matters of a confidential, sensitive or distressing nature
· An ability to work with precision and concentration
· Confidence and resilience to highlight correct policy and process when subject to challenge. 
· An ability to act in an impartial manner

Experience 
· Considerable experience of clerking within meetings, including committees and hearings or equivalent, producing accurate agendas and papers.
· Considerable experience of formal minute taking.
· Considerable experience of dealing with internal and external Service stakeholders.
· Considerable experience of managing confidential or sensitive records and information.
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	Vision and Values

	Blackpool Council's new Council Plan outlines what our vision and priorities will be during from 2024 to 2027.
This plan continues to develop Blackpool into a more rounded place, proud of its status as the holiday choice of millions, but with many more strings to our bow than the tourism economy. By building on our strengths and nurturing emerging specialities, we are starting to see the development of a diverse, resilient economy, with a variety of opportunities to suit workers of all skill levels, which both attracts staff and provides further opportunity for them to stay locally as their career develops.
This is the central purpose of our work. Supporting communities without providing opportunities for growth does them a disservice, and a diverse economy is crucial to strengthening our collective sense of place and worth. From large scale projects to small scale changes, intensive engagement to signposting options, this plan also aims to ensure that the council is aware enough of how it can make a tangible difference to people’s lives and is in a strong enough position to deliver it.
Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy 



	Equal Opportunities: 
We do our utmost to ensure that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
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