ROLE DESCRIPTION

Post:




Clerk to the Corporation










Sector/Section:


Governance
Grade and Salary Range:

PO48 £63,075 FTE per annum (fixed point)





Actual salary: £31,537

Full time/Pro-rata


Part Time
Fixed term/Permanent:

Permanent
Line Manager:


Chair of the Corporation

Location:
Woodbury Centre but may be required to work at any of the College Centres.

Hours of Work:

 
37 hours per week. Flexibility is required as there will 
 

be occasions when evening and/or weekend working 
 

will be required

Purpose and Objectives of Role:
The role of the Clerk is to be responsible to the Corporation for ensuring that its proceedings are conducted in accordance with the Instruments and Articles of Government and will report directly to the Chair/Vice Chair of the Corporation.

(Extract from the DfE Guide to Governors)
“The Clerk to the Corporation is critical to Board performance and supports the Board in meeting high standards of governance, including fulfilling legal or regulatory requirements and decision-making and plays an important role in communication between the Board and executive managers.

The Clerk reports directly to the Chair/Vice Chair in matters of Board business, so that their role as a provider of independent advice to the board is protected. The Clerk will provide guidance to the Board, and to governors individually, on:

· Effective governance;
· Governors’ obligations and your board’s powers;
· The implications of policy or regulatory developments;
· Training and development opportunities for governors, underpinned by regular board skills audits; and
· Assessment of board performance.
The Board will:
· Ensure that the time allocated to the role is sufficient to allow the Clerk to meet the demands of the job effectively;
· Invest in the Clerk’s development, including support to obtain advanced governance or other relevant qualifications where appropriate; and
· Arrange an annual appraisal for the Clerk, using clear and measurable objectives.
The Board must ensure that anyone selected for appointment as a governance professional (Clerk) has a qualification relevant to the role or equivalent experience.”

Role & Responsibilities of the Clerk to the Corporation 

The role of the Clerk is to be responsible to the Corporation for ensuring that its proceedings are conducted in accordance with the Instruments and Articles of Government and will report directly to the Chair/Vice Chair of the Corporation.
	Specific duties of the role/ Key Accountabilities:



	1
	Conduct of Corporation Meetings 

To facilitate the proper conduct of meetings of the Corporation and its Committees and seek to ensure that correct procedures are followed.



	
	

	
	1.1
	Formulating with the Chair/Vice Chair and the Principal as applicable, the agenda and organising the supporting reports and briefing papers.



	
	1.2
	Agreeing with the Corporation a timetable for all meetings of the Corporation and committees, calling meetings on proper written notice and distributing agendas and supporting papers.



	
	1.3
	Attending and minuting meetings and ensuring, with the Chair and Principal as applicable, that arrangements are made for continuity in the event of the temporary absence of the appointed Clerk.



	
	1.4
	Checking the quoracy of meetings and advising the Corporation accordingly.



	
	1.5
	Ensuring the timely publication of agendas, signed minutes and supporting papers.  Maintaining the Minute Book and issuing certified copies of minutes and making known the location of minutes for inspection on request.



	
	1.6
	Formulating, with the Chair and the Principal, as appropriate, follow-up instructions that arise from the minutes, and reporting the response to such instructions.



	
	1.7
	Maintaining a separate confidential file relating to staff, students and other sensitive matters.



	
	1.8
	Preparing, for approval by the Corporation, comprehensive standing orders including committee terms of reference and rules relating to composition, quoracy, chairing and frequency of meetings and written statements of policy regarding attendance at committee meetings by persons who are not committee members and the publication of minutes of committee meetings, in accordance with the provisions of the Instrument and Articles of Government. 



	
	1.9
	Where appropriate, to arrange and clerk hearings of the Corporation’s grievance and disciplinary panel. 



	2.
	Appointments

To ensure that all appointments to the Corporation and its committees have been validly made, including:



	
	2.1
	Checking the eligibility of current and prospective members.



	
	2.2
	Ensuring that all appointments to the Corporation and committees have been properly made in accordance with the provisions of the statutory Instruments and Articles of Government and the rules and regulations made under the Articles, and that such appointments have been minuted.

  

	
	2.3
	Preparing and issuing, on behalf of the Corporation, Letters of Appointment. 



	
	2.4
	Giving advance notification to the Corporation of expected vacancies. 



	
	2.5
	Notifying the Corporation of all actual vacancies.

 

	
	2.6
	Issuing and receiving, on behalf of the Corporation, notices relating to Members.



	
	2.7
	Preparation of public advertisement for Board Members as required.  Maintenance of a database of prospective Members. 

  

	3.
	Guidance 

To be responsible for providing guidance and support to the Corporation, to its committees, and to the Chair on corporate governance issues, including:



	
	3.1
	Giving independent guidance on statutory and constitutional and procedural matters.



	
	3.2
	Obtaining and making available professional advice for the Corporation and to individual Corporation members in relation to the effectiveness of the Corporation and to ensure that the role of the Clerk is performed appropriately. 



	
	3.3
	Facilitating communication on corporation matters between the Chair, the Principal and senior staff at the College.



	4
	Register and Code of Conduct 

 

	
	To be responsible for administering those procedures which have been approved by the Corporation for making certain information available to the public in accordance with the principal of transparent and open accountability, including: 



	
	4.1
	Maintaining:

Register of Members;

Register of Members’ Interests;

Register of all rules, procedures and statement of policy made or authorised by the Corporation;

Register of Members’ Attendance



	
	4.2
	Ensuring that the Registers and copies of the statutory Instrument and Articles of Government are made available for public inspection.



	
	4.3
	Maintaining a Code of Conduct for the Corporation and monitoring compliance with the code.



	5.
	Corporation Seal 

To be responsible for the proper use of the Corporation Seal, including: 

 

	
	5.1
	Keeping the Corporation Seal in safe custody.



	
	5.2
	Ensuring that all deeds and documents to which the Corporation Seal has been affixed have been properly authenticated.



	
	5.3
	Reporting regularly to the Corporation on the application of the Corporation Seal.



	6
	Administration 

To be responsible for the proper administration of the following: 



	
	6.1
	The reimbursement of Corporation Members’ expenses in appropriate circumstances and maintaining records of such expenditure. 

 

	
	6.2
	Making arrangements for the safe custody of the official record of the Corporation’s business and maintaining a record of outstanding business.



	
	6.3
	Acting as correspondent for the Corporation Members



	7.
	Governor Training

To facilitate the induction of Corporation Members in conjunction with appropriate internal and external sources/agencies with a view to maximising the effectiveness of the Corporation in discharging its responsibilities. 

 

	8.
	Other Duties 

Such other duties as the Corporation may from time to time reasonably require. 




	PERSON SPECIFICATION


	
	Method of Assessment

	QUALIFICATIONS
	
	

	GCSEs (or equivalent) in English and Maths
	Essential
	Application

	A Level 3 Clerk to Governors (or willingness to work towards)
	Desirable
	Application/ Interview

	A commitment to own Continuing Professional Development
	Essential
	Application/ Interview

	
	
	

	Skills/Knowledge
	
	

	Understanding of the distinct roles of the Corporation and College Management Teams
	Essential
	Application/ Interview

	Knowledge of Committee Proceedings and the Instrument and Articles of Government 
	Essential
	Application/ Interview

	Identification and application of best practice in Corporate governance
	Essential
	Application/ Interview

	Understanding of the Corporation role within the inspection framework. 
	Essential
	Application/ Interview

	Ability to contribute to the recruitment and development of Corporation members
	Essential
	Application/ Interview

	Ability to ensure clear communication between the Corporation, Chair, Principal and Senior College staff  
	Essential
	Interview

	Ability to work on own initiative and balance priorities and meet deadlines 
	Essential
	Interview

	High level of organisational skills 
	Essential
	Interview

	Experience of understanding and applying complex statutory regulations and procedures
	Essential
	Application

	Experience of working in a senior role within a Further Education College
	Desirable
	Application

	
	
	

	Experience 
	
	

	Experience of implementing and interpreting statutory regulations
	Essential
	Application

	Priority and appreciation of ethical issues relating to the conduct of those in public life
	Essential
	Application/ Interview

	Demonstrable good written and oral communication skills
	Essential
	Application/ Interview

	Enthusiastic with regard to the changing face of the College
	Essential
	Interview

	
	
	

	Work Related Circumstances
	
	

	To work flexibly including attendance at: various College sites; meetings at various times of the day/evening/weekend.
	Essential
	

	To undertake professional development 
	Essential
	

	To work within all College policies and procedures with specific reference to equality of opportunity
	Essential
	

	Prepared to adopt a proactive approach to ways and methods of working 
	Essential
	

	Commitment to contributing towards enhancing the supportive framework for the learner 
	Essential
	

	Commitment to working within a diverse and multi-cultural learning environment 
	Essential
	


S:\HR\Recruitment\Role Descriptions\Role Descriptions 2026\Clerk to the Corporation - Job Role - Description and Person Specification - 2026.doc May 2026
S:\HR\Recruitment\Role Descriptions\Role Descriptions 2026\Clerk to the Corporation - Job Role - Description and Person Specification - 2026.doc May 2026

