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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:   Head of  Governor Services (Education)
	POST NUMBER:  1100ELV

	REPORTS TO (Job Title): 


	Head of School Services

	DEPARTMENT: Governance Support and Development Service
	Grade:  9

	JE REF:
	3863

B01132
	Panel DATE:
	22/08/2017

	1.
	MAIN PURPOSE OF JOB

To be responsible for the strategic leadership, development, efficiency and effectiveness of the Governance Support & Development Service providing full line management for a team providing advice, training and clerking support to maintained school and academy governing boards and Multi Academy Trust (MAT) boards of trustees. To ensure that the governance service operates within statutory frameworks and that the competency framework for clerks is used to inform the development of professional clerking.  To contribute to school improvement by supporting governing boards to ensure that they demonstrate the characteristics of at least good governance. To contribute to the strategic development of services to schools through York Education and further develop the governance service as a traded service supporting maintained schools and MAT governance structures.

	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:

	
	Governor Support & Training

	
	1
	Provide effective operational and policy guidance to MAT boards of trustees, governors and executive leaders to support high quality school governance.

	
	2
	Ensure that all information and advice, whether written, oral or online, is of a high quality and in -line with current legislation.

	
	3
	To identify key strategic priorities related to school and corporate governance both nationally and locally and to ensure that support and training for clerks, trustees and governors meets these priorities.

	
	4
	Ensure that a strategic plan for the recruitment of governors and succession planning around key roles (e.g. chairs of governors) is in place and results in strong appointments to governing boards and MAT boards.

	
	5
	Develop the role and monitor the effectiveness of Governance Advisers and Governance Support Officers.

	
	6
	Ensure that trustees and governors are provided with up-to-date information about new models of leadership and governance to inform their decision making.

	
	7
	Work effectively and collaboratively with relevant services across the Local Authority and partner organisations to develop the coherence, range and quality of services to school governors.

	
	8
	Develop and maintain strong working links with national bodies and organisations which offer support and services to MAT trustees and school governors to inform provision and development in York.

	
	School Improvement 

	
	1
	Maintain an informed overview of the performance of governing boards at all levels, carrying out appropriate risk assessments and contributing to overall school improvement strategies.

	
	2
	Work closely with individual governing boards and executive leaders where concerns have been identified with the aim of improving procedural performance in order to meet legislative and regulatory requirements.

	
	3 
	Work closely with the Assistant Director, Education and Skills to support the use of statutory powers of intervention with governing boards in schools causing concern if required.

	
	4
	Work with the school effectiveness and achievement team to develop and support sector-led school improvement arrangements across the city, working where appropriate with the teaching schools to contribute to the development of new leadership and governance models.  

	
	Leadership and Management

	
	1
	Lead the strategic development of governance ensuring that trustees and governors understand their role in driving school improvement.

	
	2
	Develop and deliver the new business model for the service to ensure the provision of a self-funding, high quality, bespoke advice, development and clerking support offer to MAT boards and governing boards.

	
	3
	Continue to develop and deliver a creative, flexible and innovative business model which meets governor needs and attracts new business. Ensure that contracts are managed well to maximise the income from traded services.

	
	4
	Engage with and contribute to the LA’s school improvement strategy and support strong relationships with all schools regardless of their designation.

	
	5
	Lead on the recruitment and selection of new Governance Advisors and Support Officers and take full responsibility for induction and CPD. 

	
	6
	Provide support and advice to the York Schools Forum to ensure statutory compliance and effectiveness.  Ensure provision of a clerking service to the partnership as requested by the Chair.  


	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting – 

Direct: 1 full-time and up to 15 part time, peripatetic staff

Indirect:  none

The postholder is responsible for staff on a permanent basis. Full line management and leadership responsibilities including carrying out performance and development reviews, setting priorities, allocation and checking of work.  The majority of staff work peripatetically on a part-time basis.

	4.
	CREATIVITY & INNOVATION(Number of trustees and governors: c950                Numbers of MAT boards and governing boards: 5+ MAT boards and c 70 governing boards)

· Responding to frequent and complex requests for advice relating to trustee and governors’ statutory responsibilities – this may involve assisting volunteers to find solutions to problems which meet individual needs whilst remaining within legal frameworks.

· Providing advice and support to volunteers tasked with investigating issues or reviewing decisions within established HR and complaints procedures in order to ensure compliance and fair process. 

· Balancing workloads in a fast moving environment. 

· Developing effective systems of communication with governors. 

· Developing procedures and audit tools to support trustees and school governors in their work.
· Creatively to allocate and prioritise a small staff resource to meet the complex and ever-changing needs of individual governing boards.

· The postholder must keep abreast of national and local education priorities in order to inform service planning and development.

· The postholder will maintain an informed overview of national developments (including new legislation) relating to corporate and school governance and use this information to develop the service in a creative and innovative manner to meet new demands and pressures.

· A high level of creativity, communication and negotiation is required when dealing with trustees and governors, who are volunteers from all walks of life and who carry significant statutory responsibilities.

· Ensuring development of new training programmes, courses and seminars, ensuring that these are in-line with a fast-changing political and inspection landscape.
· Building and developing new partnership arrangements with outside bodies (eg York St John University, Diocese of York) to broaden and enrich the support offered to governors.

· Researching, seizing and developing opportunities to maximise income, including offering governor services outside the City of York area where appropriate.

· Continuing to develop the Service as a traded service, meeting customer requirements and attracting new business.

· Maintaining an in-depth awareness and understanding of current and proposed legislation and educational practices, disseminating to colleagues and governors as required in accessible formats.

· Acting as a main source of information, advice and support for all aspects of school governance across Council services.

· Leading on systems to review the effectiveness of MAT boards and school and academy governing boards, supporting and co-ordinating interventions to improve their effectiveness.  

	5.
	CONTACTS & RELATIONSHIPS

· The postholder works within a complex and changing national, directorate and Council context.  The role involves routinely working with staff at all levels regionally and across the Council including senior managers, executive leaders and headteachers, Councillors, trustees and governors. 

· Effective management of staff team to ensure efficient service delivery.

· Identifying individual training and development opportunities. 

· Coaching staff in new processes and procedures

· Liaising with customers and external stakeholders as required.

· Representing the Governance Support & Development Service at internal and external meetings and other relevant events. 

· Working effectively with partnership organisations, including York Schools Forum, and maintaining and developing links. 

· Ability to inform, influence and persuade colleagues to recognise the statutory nature of school governance.

	6.
	DECISIONS – discretion & consequences

· Making strategic and operational decisions on the running of the Governance Support and Development Service  so that trustees and governors receive high quality, smooth-running provision with a minimum of disruption or change. 

· Decisions taken and advice given will lead to the setting of work standards and changes in governing body procedures and service practice.

· Sound knowledge and judgement around corporate and school governance and trustees’ and governors’ statutory responsibilities is required in order to give accurate advice in complex situations.  Failure to do so might carry legal implications for the school.  
· Decisions made and advice given regarding the governance of schools will have a significant impact on the effectiveness of governance, discharge of statutory duties and associated school performance and improvement.

· The postholder will make decisions on the deployment of staff within their area in the most effective way to ensure that workloads are managed effectively, priorities and deadlines are met and staff are supported appropriately.

· The postholder must decide how to best balance the complex and wide-range of information and support requests from governors and headteachers to ensure that statutory duties are met and governance is effective. 



	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value  



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

· Many conflicting deadlines on a daily basis, which require constant adjustments of workloads to enable deadlines to be met, particularly to meet statutory deadlines. 

· Responsibility for strategic decisions about the direction and management of the governance service.

Physical demands

· Requires a high concentration level and working for long periods on complex tasks.

· There is a requirement to undertake regular evening work, thus necessitating long working days.

Work conditions

· Office based, with regular meetings away from the workplace.  This may, from time to time, necessitate travel outside the City of York boundaries.
Work context

· General office, no physical risk. Risk issues relate to intensive PC use.

	9.


	KNOWLEDGE & SKILLS

· Qualified to degree level or equivalent

· Qualifications relevant to school and corporate governance 

· Previous management experience in a public or private sector setting

· Excellent understanding of  the key themes of national education policy and the local education context

· A proven track record in planning and implementation 

· Evidence of  a detailed understanding of the legal framework of corporate governance in which boards of trustees operate and the procedures boards need to follow 

· An excellent understanding of  roles, responsibilities and accountabilities of a board and its members including lines of delegation as established in constitutional documents 

· High level of theoretical, practical and procedural knowledge of the local management of schools and legislation (Education Acts and School and Academy Governance Regulations) covering the duties and responsibilities of MAT boards and school governing boards.

· Extensive knowledge of associated policies and legislation (eg financial, personnel, staffing, pupils, exclusions etc).
· Experience of budget and resource management

· Knowledge and understanding of the role of the LA within the context of the school improvement and performance agenda.
· Ability to contribute to the delivery of the broader strategic goals for the delivery and development of education services

· Ability to develop and deliver strategic  plans and policies

· Experience of managing complex relationships and interactions to deliver effective and efficient services

· An understanding of and commitment to practicing high quality customer care principles.

· Problem solving skills.
· Excellent interpersonal skills with the ability to communicate complex ideas to ‘non-governance’ professionals.

· Ability to offer positive, innovative leadership which inspires staff to give of their best and encourages commitment to high standards.

· Ability to build effective relationships and work co-operatively within and across different Services and partner organisations. 
· Self-motivated and self-directing.
· Commitment to continuing professional development.

· Excellent communication skills, both oral and written.

· Excellent IT skills and proven experience of all Microsoft Office applications and website creation, management and maintenance.

· Effective time management, ability to work under pressure, manage competing priorities and meet deadlines.. 

·  Extensive knowledge  of issues relating to data protection, data security and freedom of information.

· Ability to write evaluative reports for senior leaders and elected members

· A commitment to the Nolan Principals of Public Life.
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C2 - Mastery or proficiency - Can express him/herself spontaneously at length with a natural conversational flow, avoiding or backtracking around any difficulty so smoothly that the person with whom they are conversing is hardly aware of it. Can understand with ease virtually everything heard or read.

This post requires the post holder to undertake an enhanced – child workforce (with barred list check) criminal record check via the Disclosure and Barring Service.


	10.
	Position of Job in Organisation Structure
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Job reports to: Head of School Services





This post 





Jobs reporting up to this one


Governor Support and Training Manager


Governance Advisors, 


Governance Support Officers





Governor Support Officers (clerks)
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