
 
 

Clerk to Local Governing Body 

Holly Lodge Primary School 

Part-time and Term Time 

£13 - £15 per hour depending on experience 

 

The Kite Academy Trust is a MAT which was formed in October 2015, consisting of seven primary 

schools in the Surrey Heath/Guildford area who work closely together.     

We are looking to appoint an exceptional candidate to provide professional clerking services for one 

of our schools’ Local Governing Bodies (LGB) with the flexibility to cover for other schools in the MAT 

as required.  We have a small team of Clerks who meet once a term to ensure consistency of 

approach across the MAT. 

Reporting to the Chair of Governors, this key role ensures the effectiveness of the Governing Body. 

As Clerk, you will primarily be responsible for preparing agendas in consultation with the Head 

Teacher and the Chair of Governors; taking and writing up the minutes at meetings and distributing 

documentation and providing other administrative support to the Governing Body. Training will be 

given to ensure a full understanding of procedural matters and a full job description can be provided 

upon request. 

The successful candidate will have excellent communication and organisational skills, be able to 

work independently whilst at the same time forming effective relationships with the governors, 

school teams and other clerks.  This post will work on a flexible basis so the successful candidate 

must be able to organise their own time and work to strict deadlines. 

Each school requires a clerking service for their 6 meetings a year.  There is an allocation of 60 hours 

a year for each school and the clerk will be expected to attend a 2 hour meeting each term with the 

clerking team, giving a total of 66 hours per year.  

Salary pro rata £976 - £1,169 per annum (£24,240 - £29,038 FTE) £13 - £15 per hour depending on 

experience  

Closing date for applications – Monday 29th October 2018 

Interviews to be arranged shortly after 
This job is advertised on eteach where you will find an application form and job description. 

If you would like an informal chat before applying, please telephone Jan Donnan 07874 186202. 

 


