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Clerk to Governors Wanted
We are looking for a focused individual to join our team of Governors.

The ideal candidate will be efficient, reliable and confidential with a keen interest in school governance. They will need excellent administrative skills and experience of minute taking and will be confident in the use of Microsoft Word & Excel.

The Clerk is required to advise on procedural and legislative matters to ensure the Governing Body works to the legal framework.  They need to support and develop our systems including helping to prepare the agenda, to take and circulate minutes, to update the policy schedule and to update Governor Online and school websites in relation to governing matters.  We require a Clerk for our Full Governing Board and our Finance Committee; both meet six times a year. 
The role will be recruited under the Clerking Service Protocol; applicants must either hold a relevant award (BTEC level 3 in Clerk to the Governing Body or equivalent) or be prepared to work towards the East Sussex Clerk to Governors Accreditation Scheme, for which funding and training will be provided.

The Oaktree Federation is committed to the safeguarding of children.  We expect all staff and volunteers to share this commitment.  Successful applicants will be subject to checks with the Disclosure and Barring Service prior to starting in post.
Visits to the school are most welcome.
Application forms and more information available from the 
School Office on 01323 811306
email school at laughtonoffice@oaktreefederation.co.uk 

Hours of work: 160 hours per year
Salary £22633 per annum
Working pattern: Part-time
(As the position is part-time, the above salary will be pro rata)

Closing date:  28th June 2021                             Interviews: 

