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The Salterns Academy Trust: Company Secretary/Clerk 

 

JOB ROLE:   Clerk to Governors and Company Secretary 

 
PAY BAND:  £25 - £45 per hour depending on experience 

 
HOURS:  Local Governing Body Meetings/Board Meetings plus preparation 

time 

 
REPORTS TO:  Executive Headteacher 

   Chairs of Local Governing Boards 
 

 
The Salterns Academy Trust is a learning community where every member of staff understands the 

difference that they can make to our students’ incomes.  We expect all staff to be actively involved in 

the personal development of our young people and to show full commitment to their own and the 
Trust’s professional development. 

 
The Salterns Academy Trust is committed to safeguarding and promoting the welfare of children and 

young people; and they expect all staff to share this commitment. 

 
Key Purpose: 

 
To provide a full administrative service to the Trust Board of Directors and Local Governing Bodies, 

which enables its proceedings to be conducted effectively and in accordance with the provisions of 
the Memorandum and Articles of Association of the Trust, the rules and regulations made under the 

Articles, the relevant Education Acts, the Funding Agreement with the Department for Education, 

Charities Commission and other appropriate bodies. 
 

To provide an efficient, knowledgeable, co-operative and helpful service to the Board of Directors and 
Local Governing Bodies, including liaison with school staff and other stakeholders to secure the 

continuity of business and to observe confidentiality requirements. 

 
 

Accountabilities: 
 

1. Governance Compliance and Advice 

 
a. Understand the laws that affect school academies and advise Directors/Governors of the legal 

implications of proposed policies. 
b. Ensure that the Trust is compliant with financial standards, legal practice and ensure it 

maintains standards of corporate governance. 
c. Monitor changes in legislation and take appropriate action. 

d. Oversee the systems to ensure the Academy complies with applicable requirements including 

legal and statutory. 
e. Advise the Board of Directors/Governors on procedural matters within the School Governance 

regulations including advising and prompting the chair on specific actions as required. 
f. Ensure that the Academy’s responsibilities to the Charities Commission are met. 

g. Manage the process for the nomination and appointment of Directors/Governors, the election 

of Chair and Vice Chair of the Board of Directors/Governing Bodies and the election of 
Academy Directors/Governors. 

h. Manage the receipt of notice of resignation of Directors/Governors and the process for 
renewal of membership at the end of a term of office. 

 
2. Administration 

 

a. Act as point of contact between the Governors, staff and other stakeholders. 
b. Record and draft minutes, and once agreed by the chair, distribute to relevant parties. 

c. Deal with correspondence and follow up on action arising from meetings. 
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d. Ensure the Directors/Governors receive all communication/letters and deal with associate 

correspondence as appropriate. 
e. Maintain relevant electronic and paper files and records of correspondence and 

documentation. 
f. Maintain a register of appointed Directors/Governors. 

g. Notify people of vacancies and administer elections if required. 

h. Disseminate information as required and maintain complete confidentiality at all times. 
 

3. General 
 

a. Keep up-to-date with current requirements through research and undertaking relevant 
training courses. 

b. Attend briefings and participate in professional development opportunities. 

c. Keep up-to-date with current educational developments and legislation affecting governance 
and academies. 

d. To establish and maintain positive, professional relationships. 
e. To participate in Professional Learning and Performance Management, contributing to the 

identification of own self development needs. 

f. To participate professionally in own Line Management meetings. 
g. At the discretion of the Directors/Governors/Executive Headteacher, to undertake other 

activities from time to time agreed to be consistent with the nature of the job description.  
 

 
This job description is subject to annual review and/or change at other times in response to identified 
needs.  It is expected that the post holder will undertake additional duties, as required, and in 
agreement with their line manager, to operate in a flexible environment.  
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date: _________________ 

 
 

signed: __________________________________________ 

 
 

date: _________________ 

 
 


