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Governance Manager 

General Purpose of Job 

Responsible to the Head of Corporate Governance in providing comprehensive 

governance support to all tiers of governance within the organisation, including 

Members, Trustees and Local Governing Bodies (LGBs). 

Reporting relationships 

The Governance Manager will report to the Head of Corporate Governance.  

Functional Links 

The Governance Manager will report directly to the Head of Corporate Governance.  

 

The Governance Manager will line manage the Clerks to LGBS. 

 

The Governance Manager will liaise with LGB Chairs, ESLT, Principals and other 

staff in the Orchard Hill College and Academy Trust family of education providers, 

Trustees, Governors, parents, carers and other professionals.   

 

Specific Duties 

 

1. To provide effective governance across the College/Trust including provision of a 

clerking service to the LGBs within the Trust that buy into the service, including; 

 

 Preparation of model termly agenda in consultation with the Head of 

Corporate Governance, and other senior leaders and managers. 

 To ensure appropriate clerking support is in place for each LGB and to 

provide cover where there is not.  

 To line manage clerks to LGBs, including regular supervision and annual 

appraisals. 

 To attend Governing Body meetings, as appropriate, to prepare detailed 

minutes (including evidence of governors’ support and challenge for 
Ofsted purposes) and to advise the LGB on procedural matters. 

 To write up and progress actions on minutes, including ensuring prompt 

circulation to governors and other interested parties. 

 To maintain an oversight of membership of LGBs and to advise Principals, 

Chairs and the Head of Corporate Governance of forthcoming vacancies. 

 To support schools in governor recruitment and to ensure governors are 

formally appointed.  
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 To monitor Governor attendance at formal meetings and to take 

appropriate action in line with governance and other relevant legislation. 

 To ensure all governors undertake an enhanced DBS check and any 

other required clearance.  

 To arrange, clerk and support ad-hoc Panels to consider exclusions, 

complaints and HR related matters.  

 To notify the Head of Corporate Governance of any areas of concern or 

risk 

 

2. To support the Head of Corporate Governance to develop and maintain a 

comprehensive training package for Governors and Trustees, including delivering 

training where appropriate. 

 

3. To oversee the use and membership of GovernorHub or any similar software. 

 

4. To maintain a detailed knowledge of governance regulations, and to assist the 

Head of Corporate Governance in their role as Clerk to the Board, including 

support in preparation of relevant papers for Board and completion of annual 

returns to Companies House and Charity Commission. 

 

5. To maintain accurate records and ensure that governance information is correct 

on GIAS, school and Trust websites and GovernorHub.  

 

6. To deputise for the Head of Corporate Governance when required.   

 

7. To work flexibly, both in managing an out of hours service and in undertaking 

duties outside normal office hours on a regular basis, to meet the needs of the 

organisation. 

 

8. To be prepared to work at the College’s satellite venues and the schools within  

OHC&AT. 

 

9. To maintain confidentiality of information in line with GDPR legislation and 

safeguarding requirements. 

 

10. To actively promote the safeguarding and wellbeing of pupils and students in 

OHC&AT including those with severe, profound and multiple learning difficulties 

and disabilities, who may communicate using challenging behaviour. 

 

11. To actively promote equality and diversity, recognise and actively challenge 

stereotyping, prejudice and discrimination ensuring that these principles 

permeate all working practices. 
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12. To carry out the responsibilities of this post with due regard to the OHC&AT 

Equality and Diversity Policy, Child Protection (Safeguarding) Policy, Health and 

Safety Policy and all other College/Trust policies and procedures. 

 

13. To make effective use of ICT in undertaking the duties of the role and as 

required in the course of employment. 

 

14. To make regular use of training, development and self-assessment processes to 

improve the quality of work. 

 

15. To undertake such other duties of a similar nature from time to time as may be 

required by the Principal/CEO. 

Other Information 

This job description reflects the current situation. It may be altered in detail and 

emphasis in the light of changes, service needs or function.  Any changes will be 

fully discussed with the post holder. 
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Person Specification 

The person specification shows the abilities and skills you will need to carry out the 

duties in the job description. Short listing is carried out on the basis of how well you 

meet the requirements of the person specification. You should mention any 

experience you have had which shows how you could meet these requirements 

when you fill in your application form.  If you are selected for interview you may be 

asked to undertake practical tests to cover the skills and abilities shown below. 

Priority 1 criteria are required on appointment, priority 2 can be gained after 

appointment. 

 Priority 
Qualifications/Experience 
 

 

1. Recognised qualification in clerking and/or relevant experience in 
a clerking role or similar, organising and attending meetings, 
minute taking and follow up work. 
 

1 

2. Relevant experience of governance in Multi-Academy Trusts. 
 

2 

3. Experience of a significant level of personal responsibility within 
working role. 
 

1 

Abilities, Skills and Knowledge: 
 

 

4. Detailed knowledge of governance regulations and other relevant 
legislation in the Education sector. 
 

1 

5. Able to take accurate, clear and concise minutes of meetings 
following set procedures. 
 

1 

6. Strong communication skills with the ability to communicate 
effectively using excellent listening and responding skills with a 
broad range of people including Principals, governors, parents 
and carers. 
 

1 

7. Ability to use Microsoft packages including Word, Outlook and 
Excel and databases. 
 

1 

8. Ability to work to tight timescales, think on feet, problem solve, 
work calmly, professionally and positively in a busy environment. 
 

1 

9. Strong interpersonal skills, reflecting an awareness of self and 
others and ability to maintain positive and professional working 
relationships. 
 

1 
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10. Ability to maintain confidentiality at all times and ensuring that 
confidential data is handled in a sensitive manner. 

 

1 

11. Able to seek out and disseminate information verbally and in 
writing and using computer technology. 
 

1 

12. Able to prioritise and work accurately to meet tight deadlines. 
 

1 

13. Able to work effectively and positively with team members, using 
initiative when required. 
 

1 

14. Excellent organisational skills and record keeping.   
 

1 

15. Working flexible hours, including evenings and travel to sites. 
 

1 

16. Able to work within OHC&AT policies e.g. Equality and Diversity 
Policy and Health and Safety policies. 

1 

 


