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	ChJOB DESCRIPTION

	Job Title:
	Clerk to the Corporation
	Function/ Department:
	Governors

	Location:
	City Centre
	Grade / Salary:
	From £50,000 dependent on Experience
Pro rata to contract. 3 days per week (0.6FTE) 


	Date:
	Nov 2025
	Reporting to:
	Chair of Governors



Job Objective

	The post holder will ensure the effective operation of the College’s governance framework, providing independent advice and administrative support to the Corporation and its Committees in accordance with relevant legislation, the Instrument and Articles of Government, and best practice in the FE sector. The role is accountable directly to the Corporation and operates independently of the College’s executive management team.



Key Accountabilities
The below is not exhaustive, and all employees are expected to work flexibly outside these tasks.

	Job-specific accountabilities

	1. 
	To serve as Clerk to the Corporation and its committees.



	2. 
	To provide advice, guidance and support to the Chair of the Corporation and Corporation Members on all aspects of corporate governance.



	3. [bookmark: _Hlk213761897]
	To support the Corporation in fulfilling its statutory, legal and governance responsibilities by:

· Monitoring relevant legislation, advice, and guidance from the Welsh Government, Colegau Cymru, and other bodies, and advising the Chair and senior team on implications.
· Ensuring appropriate action is taken to maintain compliance, including facilitating access to independent legal advice and liaising with external agencies as required.
· Advising on powers, governance compliance, and regulatory obligations.
· Maintaining registers and ensuring transparency in line with obligations.
· Acting as a key link between the Chair, governors, and senior leadership to ensure effective governance processes.

	4. 
	To provide advice on the role, function, and constitution of the Corporation (and its committees and working groups) in accordance with the Instrument and Articles of Government, the Corporation’s regulations and standing orders, the Audit Code of Practice, and (in conjunction with the Director of Finance) the College’s financial regulations and other regulations and procedures that may be applicable.

	5. 
	Determine the dates and organise meetings of the Corporation and its committees and ad hoc working parties ensuring an effective annual cycle of business.


	6. 
	Ensure meetings are properly scheduled, documented, and minuted, including preparation and distribution of agendas and papers.


	7. 
	Maintain accurate records of Corporation membership, attendance, declarations of interest, and eligibility.


	8. 
	To draft and keep under review the Standing Orders and to suggest improvements and amendments to meet changed circumstances.


	9. 
	To write briefings for the Corporation members, in particular for the Chair of the Corporation and the chairs of its committees, and attend all meetings of the corporation and its committees. 


	10. 
	Planning and co-ordination of governor training including induction.


	11. 
	Planning and co-ordination of governor events.


	12. 
	Assisting the Search and Governance Committee with governor search/succession planning activities/appointment of senior postholders.


	13. 
	Co-ordination of communication/information sharing between the College and its governors.


	14. 
	Undertaking correspondence of behalf of the Corporation.


	15. 
	Attend relevant governance network meetings.


	16. 
	The role is responsible for maintaining accurate governance records and ensuring their secure storage, handling, and retention in accordance with data protection legislation and the College’s information governance policies.

	17. 
	Leverage technology and digital tools, including Artificial Intelligence (AI), to streamline governance processes, take accurate meeting notes, manage documentation, and improve overall efficiency.
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	Person Specification 

	Skills and experience
	Essential
	Desirable

	
	Knowledge of the Further Education sector, in particular policy developments and governance arrangements in relation to issues which will impact upon education, training and learning in the Welsh FE environment.
	
	

	
	Experience in minute-taking and meeting coordination.
	

	


	
	Ability to interpret and apply legislation.
	
	

	
	Strong organisational and communication skills.
	
	

	
	Experience working with boards or committees.
	
	

	
	Excellent written and IT skills, with a proven ability to adopt and implement new technologies to enhance efficiency and effectiveness.
	
	

	
	The ability to speak Welsh.

	
	

	
	A commitment to promoting and embracing the Welsh language and culture in the work of the Corporation.
	
	

	
	An ability to work flexibly in accordance with a fluctuating workload demand.
	
	

	
	An ability to develop positive working relationships with individuals at all levels (internal and external) to promote the college.
	

	

	
	Demonstrates the highest standards of integrity, discretion, and confidentiality, with a strong personal commitment to ethical conduct and professional values
	
	

	
	Highly developed communication and networking skills.

	

	

	Education
	
	

	
	A sound educational background (degree or equivalent) or demonstrable commensurate experience.
	
	



	Accountabilities applying to all employees

	1. 
	Health & Safety: Take care of your own health and safety and that of others, ensuring that you comply and promote the wellbeing, health and safety of staff at all times.

	2. 
	Equality and Diversity:  Work at all times in line with the Equality and Diversity Policy, and promote an inclusive environment at all times. 

	3. 
	Values: Carry out all responsibilities using the College values and College priorities as the basis for your day-to-day actions.


	4. 
	Safeguarding: Follow all guidance on the college Safeguarding Procedures and Policies undertaking all CPD where required. Utilise appropriate college systems to report any concerns in relation to the welfare of learners and colleagues


	5. 
	Policies: Support all policies, ensuring full compliance with the procedures that accompany these.
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