Clerk to Governors
The Governing Body of our welcoming and inclusive Church of England Primary School is seeking to appoint a highly organised and professional Clerk to Governors to support the effective governance of our school.
This is a key role, providing administrative and procedural support to the Governing Body, ensuring meetings are well organised and governance is carried out in line with statutory and regulatory requirements.

We are a caring and nurturing CE primary school with a strong Christian ethos, committed to enabling every child to flourish academically, socially and spiritually.  Our Governors work strategically to support and challenge school leaders, ensuring the very best outcomes for our pupils.

The role:
· The Clerk will prepare and distribute agendas in consultation with the Chair of Governors and Headteacher.
· Attend Governing Body and committee meetings (typically evenings)
· Take accurate minutes and maintain official records
· Provide procedural advice in line with current legislations and guidance
· Manage governor membership records, terms of office and statutory information
· Ensure compliance with relevant governance regulations and policies.
The ideal candidate will have:
· Excellent organisational and administrative skills
· Strong written communication and minute-taking ability
· Knowledge of school governance (desirable, not essential as training can be given)
· Discretion and confidentiality
· Good IT skills
· The ability to work independently and meet deadlines
· Experience of working in an educational setting would be an advantage but not essential for the right candidate.

We offer:
· A supportive and collaborative governing body
· Training and on going professional development
· Flexible working arrangements
· The opportunity to contribute to the life of the school
· This role would be for 2 hours per week, term time only, to include some evening meetings.  Salary:  GO3, Point 4  -  £25,185 pro-rata  (£13.05 per hour)

Our school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  An enhanced DBS check will be required.
To apply:
Please request an application form from the school please contact office@westdean.w-sussex.sch.uk
[bookmark: _GoBack]Closing Date:	31st October 2026
Interviews:	4th November 2026
