Governor’s Clerk

Welcome

Dear Candidate
Thank you for your interest in this role within the Amethyst Academies Trust.
This is a hugely exciting time for our family of schools as we work together
to make a difference to the lives of the young people in Wolverhampton.
As a Trust we are clear about the importance of achieving long term
sustainability for our schools. Our vision is to enable individual academies
to flourish with real autonomy, whilst also ensuring a strong ethos of
support and collaboration across our schools.
Teachers within Amethyst Academies Trust belong to a national community
of professionals, and benefit from a wide range of networks and
development opportunities across the Trust. In time, our best teachers are
able to work across schools,
develop specialisms and step
up to leadership roles within and
beyond their own academy. The
Trust provides a strong culture
of collaboration and support,
together with high expectations
for staff and pupils alike.
Those we recruit are able to
demonstrate that they share
our values, are highly motivated
to work with colleagues within
and beyond their school to
continuously develop their
skills and pursue professional
excellence, and are committed
to providing the highest
standards of teaching for all
children. If that is you then we
would be delighted to receive
your application.
Nicola Davis
CEO Amethyst Academies Trust

About Us
“Amethyst Academies Trust is a multi-academy sponsor and the Family of Schools
currently comprises of two schools who work together to ensure that all children
irrespective of their starting point receive an excellent education. We relish the
opportunity to be part of the much needed regeneration of all areas we work in and
wish to play a full role in the wider community.”
The Amethyst Academies Trust (AAT) was born
out of the success of Aldersley High School, a
community school of 1100 students which has
achieved outstanding progress for the past 2 years.
We believe we have the capacity and the experience
to inspire students and staff and bring about rapid
and sustained improvement for the benefit of the
Local Authority, and wider community.
At the Amethyst Academies Trust, we cherish
the differences between each of our schools and
want all of them to continue their improvement
journey. We promote local representation and
accountability, believing headteachers and
governing bodies are best placed to run our
schools.
To achieve the Trust’s improvement and growth
strategy, capacity is developed ahead of taking on
schools, so the Trust is able to provide support at
the earliest opportunity. This means the Trust is
well placed to provide the right support to ensure
rapid and sustained improvement.

•
•
•
•

LOCAL COMMUNITY:
We recognise the power in individuals and
organisations working together in collaboration to
foster mutual support and progress. We promote
local representation and accountability, believing
headteachers and their teamare best placed to run
our schools.
INCLUSIVITY:
Our definition of our ‘Trust’ is everyone in the
organisation: our pupils, teachers, support staff,
governors and the shared services. The Trust is not
a separate entity that rules hierarchically from the
peripheries. All our schools and shared services
are part of the fabric that makes the Trust what it
is.
EQUAL OPPORTUNITY:
We are inclusive and committed to equal
opportunity for all. We believe there is no ceiling
on what people can achieve, regardless of
circumstance or background. We facilitate learning
for all and enabling everyone in our organisation to
fulfil their potential.

WE AIM TO PROVIDE:
Simplicity and clarity in all we do – in particular around teaching and learning, enabling
teachers to focus on supporting young peoples’ learning so that they achieve brilliant
outcomes.
More efficient and effective use of resources to ensure young people have
opportunities to learn in an environment that is fit for purpose now and in the future.
A wide range of first class destinations for young people, including further education,
higher education, apprenticeships and university.
We thrive from collaboration at every level. We encourage a culture of sharing ideas
and learning from one another. As a Trust of schools we are always learning from each
other.

Aldersley High School
Aldersley High School is proud to be the founding
school of the Amethyst Academies Trust. Our
school is a vibrant learning community and we
ensure that children remain at the heart of all
of our activity. We are committed to providing
high standards of education for our students
through an irresistible curriculum and a range of
enrichment opportunities.
We hold our vision and values close to all that
we do in school together with our 3 principles for
student and staff conduct:
Be prepared
Be respectful
Be challenged

achievements. The outstanding facilities enjoyed
by the school are put to full use, by a very caring
and committed staff, in ensuring that your child
We want all children that choose Aldersley High
reaches their full potential. We believe in hard
School to feel safe and secure and to have
work and in encouraging achievement of all kinds.
access to a wide range of opportunities and
Our approach is founded on a special partnership
experiences that will shape the rest of their life.
between you as parents, the school and child;
We believe that all children are entitled to the
education is most successful when parents are
very best education and here, at Aldersley High
closely involved in their child’s development. We
School, we offer
will therefore,
just that. As a
work closely
“Leaders are passionate about the school and
“Good School”
with parents
ambitious to improve wider standards
(OFSTED 2018)
and carers to
with a consistent
ensure their child
through working with school leaders locally.”
track record of
achieves the very
success at the
best. We believe
OFSTED 2018
highest level we
in setting high
feel immensely
standards but
proud of our
will support each
child to achieve these. We know that with good
teaching, a well-disciplined environment and a
structured system of guidance and support, all
students who attend Aldersley High School will
grow into confident, capable young people, well
prepared for adult life. Our school has recently
undergone a major refurbishment and new
Sixth Form rebuild in addition to a significant
investment in ICT. This will enable us to ensure
that our pupils and community have access to
inspiring 21st century facilities. We invite you to
visit us and see for yourself.

Moreton School
We are proud to be a part of the Amethyst
Academies Trust having joined in March 2017.
Our aim is to provide the very best educational
experience for the children of Wolverhampton,
which will enable them to become well-rounded
individuals who are well prepared for future
employment. To achieve this aim we will be
working together as a team alongside families,
local primary schools and the wider community.
In our school, every pupil matters. Every single
one deserves the very best education so that they
can take their place in the world with confidence
and success. We believe that our knowledge rich
curriculum is the essential tool in achieving this
and it is at the heart of everything that we do.

supportive environment. In addition, we provide
many opportunities for our students to develop
as well rounded individuals by taking part in a
Our curriculum is designed to ensure that it is:
wide variety of extra-curricular activities ranging
from music
Challenging and
and sporting
knowledge-rich
“Senior leaders, together with teachers, have
activities to
Creative and
worked collaboratively to plan a
experiencing
engaging
Japanese
curriculum
that
is
ambitious
and
tailored
to
pupils’
Meaningful and
culture,
needs. This includes pupils with
purposeful
improving
Academic
special educational needs and/or disabilities
gaming
success is key to
skills,
(SEND).”
increasing the life
debating
chances of our
or learning
students. We work
OFSTED 2020
chess. Our
hard to ensure
extensive
that all children
offer takes
reach their academic potential in a safe and
place before, during and after the school day
and is a hugely important part of life here at
Moreton. In addition, numerous residential trips
occur throughout the year; Paris, Barcelona and
Whitemoor Lakes are regular favourites amongst
the students and staff!

Why Choose Us?
Firstly, because our children are amazing! Last
year Aldersley achieved a Progress 8 score of
0.83 which is well above average and puts us
in the top 2 schools in the Black Country.
We passionately believe in our Knowledgerich curriculum and pre-planned curriculum
lessons has reduced teacher planning
time. Over many years we have proven that
feedback is important to students but through
adapting teaching and not arduous marking,
hence we do not mark.

“With an inspiring curriculum we
ensure that all students make good
progress year on year and regardless
of their starting point they receive and
excellent education.”

All of our staff have a coach that works with them throughout the year which negates formal lesson
observations and onerous quality assurance and ensures that they have the CPD that they need for
career progression.

We Offer
An opportunity to be part of a dynamic and creative team.

A strong commitment to your professional development and
career management

Access to a modern fitness suite.

Access to the Cycle2Work scheme to save money on buying
a bicycle.
A supportive environment in which your talent and
commitment will be encouraged, nurtured and rewarded.

Job Description
Post: Governor’s Clerk
Salary: Grade 4 £20,092 - £21,784 (pro rata £17,147 - £18,560)
Hours: Term time. 37 hours. Flexible working hours.
Responsible to: Board of Directors
Closing Date: 30th November 2021
Interviews: Commencing 3rd December 2021
Job Purpose and Role: To provide a professional clerking service to a portfolio of school and
academy clients. The postholder will be accountable to the Trust Board of Directors, Local
Governing Boards, working effectively with Chairs, Headteachers and other Governors on identified
tasks and ensure all appropriate follow up action has been taken. The postholder will work towards
advising Governing Boards on governance, constitutional and procedural matters and will work
within the broad current legislative framework. The postholder will adhere to confidentiality at all
times.

Key Accountabilities
1. Core Purpose
1.1 With advice and support from the governance professional, advise the Governing Board on
governance legislation, best practice and procedural matters, including committee structures,
self-evaluation and statutory policies. Where necessary, have access to appropriate legal advice,
support and guidance.
1.2 Work effectively with the CEO, Chair and Headteacher to prepare a purposeful agenda which takes
account of the DfE, EFSA and Trust issues and is focused on Trust and school improvement.
Including liaison in preparing and distributing the agenda papers as required by legislation or other
regulations.
1.3 Record the attendance at meetings (and any apologies) ensuring meetings are quorate and take
appropriate action in relation to absences, including advising absent Governors of the date of the
next meeting.
1.4 Clerk any Governing Board meetings/committees and draft accurate minutes of these, including
recording all decisions accurately and objectively with timescales for actions and send to the CEO,
Chair and Headteacher for approval. Once approved, circulate minutes, along with the agenda and
papers for the next meeting, to the Governing Board.
1.5 Advise Governors and appointing bodies in advance of the expiry of a Governor’s term of office, so
elections or appointments can be organised in a timely manner.
1.6 Assist with elections of Parent and Staff Governors, give procedural advice and chair the part
of the meeting where the Chair of the Governing Board is elected.
1.7 Maintain and regularly review records and archive materials. These may include signed minutes
and correspondence, Governor membership and committee details, register of pecuniary interests,
Disclosure and Barring checks, training and attendance records. Ensure any required action is
advised to the Chair, Governing Board or relevant authorities.
1.8 Assist in the production of the Governing Board Year Planner, which includes an annual calendar of
meetings and the cycle of agenda items for meetings of the governing Board and its committees.

Job Description
2. Role Specific Competencies
2.1 Developing Success – Commitment & Motivation – Level 2
2.2 Developing Success – Planning & Organisation – Level 1
2.3 Delivering Results – Raising Standards – Level 1
2.4 Delivering Results – Delivering at Pace – Level 1
2.5 Engaging People – Customer Focus – Level 2
2.6 Engaging People – Leading & Communicating – Level 2
3. General
3.1 Other Duties – The duties and responsibilities in this job description are not exhaustive. The
postholder may be required to undertake other duties that may be required from time to time within
the general scope of the post.
3.2 Health & Safety – The postholder is required to carry out the duties in accordance with the Company
Health and Safety policies and procedures.
3.3 Equal Opportunities – The postholder is required to carry out the duties in accordance with Company
Equal Opportunities policies.
3.4 Safeguarding – Employees working with children and vulnerable adults have a responsibility to
safeguard and promote the welfare of children and vulnerable adults during the course of their work.
This post requires the postholder to undertake an Enhanced DBS check.
3.5 Company Ethos – contribute to the development and implementation of the overall ethos / vision of
the company including compliance with policies and procedures.
3.6 Training - The postholder is required to undertake appropriate and regular training and/or legislative/
educational developments to maintain knowledge and improve practice.

OUR VISION:
• We are ambitious for our schools and their students.
• We believe that there is no ceiling on what can be achieved by anyone, regardless of their
circumstances or background.
• We are committed to providing a supportive and inclusive learning environment, giving every
young person the opportunity to fulfil their potential now, and in the future.
• We seek to realise the power of individuals and organisations working together in
collaboration whilst retaining their individuality, and we recognise that we can always
improve.

Person Specification
Qualifications and
Training

•
•
•

Experience

•

Educated to NVQ Level 2 or equivalent
Ability to demonstrate a willingness to attend appropriate training and
development
Commitment to or completion of an accredited clerks qualification

•

Evidence of record keeping, information retrieval and dissemination of
data/documentation to clients
Evidence of working in an environment where experiences included
taking initiative and self-motivation
Evidence of working as a member of a team
Experience of developing and maintaining contacts with outside
agencies
Knowledge of educational legislation, guidance and legal
requirements including respective roles and responsibilities of the
Governing Board, Headteacher, EFSA, Trust Board
Knowledge of Governing Board procedures

Skills and Knowledge

•
•
•
•
•
•

Excellent communication and interpersonal skills
Ability to organise own time and work to deadlines
Ability to type up accurate concise minutes
Ability to organise meetings
Ability to follow directions but use initiative where appropriate
Good ICT skills i.e. Microsoft packages

Personal
Characteristics

•
•
•
•
•
•

Person of integrity
Customer focused with patience, tact and diplomacy skills
Ability to remain impartial
Ability to maintain confidentiality
Commitment to equal opportunities
Evidence or relevant personal and professional development

Other

•

Flexible approach to working hours to meet the demands of the post
(ie early/late meetings)
Prepared to travel across the region as required.

•
•
•
•

•

What Next?
Make your application
Complete the application form (use black ink if completing the form by hand). Alternative formats, such as
CVs or taped applications, are acceptable if you have a disability which prevents you from completing the
standard application form.
The recruitment monitoring form must be completed in full.
Add your initial and surname to any additional sheets and clip them to your application form.
Return your completed application form and recruitment monitoring form by e.mail or post to the address
shown on the job advert by the stated closing date.

We will...
Contact you with details of an interview as soon as possible.
Keep you informed throughout the recruitment process.
Be available to answer any questions you may have at any point.
Give you the opportunity to tour our school to find out what makes it so special.

Safer Recruitment
Our Trust adheres to statutory responsibilities to check staff who work with children, making decisions
on whether to ask for any checks beyond what is required; and ensuring volunteers are appropriately
supervised.
Any offer of appointment made to a successful candidate, including one who has lived or worked abroad
will be conditional on satisfactory completion of the necessary pre-employment checks and satisfactory
references.

Data Protection
Data Protection Act 1998
Amethyst Academies Trust will use the information provided on this form to process your job application.
Information will remain confidential and is protected by the provisions of the Data Protection Act 1998.
The Act gives you the right to see a copy of the information held about you on application to the School’s
Data Protection Adviser.
Any information supplied by unsuccessful candidates will be securely destroyed in line with our data
protection policy.
For more details on how your data will be used please see our Candidate Privacy Policy.

