	[bookmark: _GoBack]Employer Name:
	Genesis Education Trust

	Job Title:
	Administrator with Governance and HR

	Reports To:
	SLT

	Pay Grade:
	Scale 5

	Role Summary:

To provide administrative support with Governance and HR as directed by SLT, whilst supporting the wider administrative office team. 


	
Main Duties and responsibilities: 

 Organise and diarise all local governing body and Board meetings, ensuring all governors and directors are aware and available for the relevant meetings
 Prepare the agendas for the local governing body meetings, board meetings and committee meetings 
 Liaise with those preparing papers to make sure they are sent on time
 Collate & distribute the agenda and papers via dropbox in the allocated timescales
 Ensure meetings are quorate
  Attend evening meetings and take accurate notes to prepare minutes from 
 Draft minutes of governing board meetings, indicating who is responsible for any agreed action with timescales, and send drafts to the chair 
  Follow-up any agreed action points with those responsible and inform the chair of progress 
  Maintain up to date records of governing board members and their term of office
 Maintain copies of current terms of reference and membership of committees and link nominated governors 
 Maintain a record of signed minutes of meetings and ensure copies are sent to relevant bodies on request and are published as agreed at meetings
 Ensure up-to-date copies of policies and other school documents approved by the governing board are kept and published as agreed on the website
Update and Maintain the meeting calendar ensuring Governors/Directors are informed of any changes 
 Send new governors induction materials and ensure they have access to appropriate documents.
 To maintain the policy cycle and ensure that policies are sent to the relevant members of staff to be reviewed and updated to time scales set.
 Maintain a register of pecuniary interests and ensure these are updated annually
· Act as the first point of contact for all Governor Queries
· Complete and maintain an attendance register for the GET board
· Complete and maintain a publication of data document for the GET board
· Ensure Key policies, safe guarding forms and skills audit are completed annually
· Ensure the board/local governing body follow process set out in the articles of associations and scheme of delegation
· Process new Governor appointments and registrations
· Complete annual information cycle
· Maintain governor report folders
· Process routine HR letters as requested by HR manager
· To support the HR Manager with projects such as HR audits at academies within the Trust
       Compile Offer packs for new starters including applying for references and completing DBS and medical checks.
· Carry out recruitment administration
· To complete office administration such as admissions/attendance as directed by SLT
· To prioritise your workload and work on your own initiative.

N.B. These details comprise the main responsibilities of the post but they should not be assumed to be the complete list of duties. The appointed person will work as reasonably directed by the Head of School and/or the SLT. 

Key Skills and Competencies (person specification):
· Deadline orientated 
· Ability to work under pressure.
· Accuracy and attention to detail.
· Excellent ICT skills.
· Excellent written and oral communication skills.
· Ability to communicate effectively at all levels 
· Ability to organise one’s own tasks and prioritise 
· Excellent numeracy/literacy skills.
· Ability to self-evaluate learning needs and actively seek learning opportunities

	General Information

	Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors. 

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 
· To be aware of the school's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	To contribute as an effective and collaborative member of the School team
	· Any other duties as reasonably required by any manager of the school. 
· Participating in the ongoing development, implementation and monitoring of the business plans. 
· Attend regular meetings as required and make a positive contribution during meetings.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection.
 




