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Job Description 

Job Title: Pool Clerk 

Accountable to: Clerk to the Trust 

FTE Salary: Salary negotiable, depending on 
experience 

Contract: As and when required 
 

Working Hours 

This contract is a zero hours contract and you will be paid for the time that you work. 

The Trust estimates that each two-hour long meeting will require approximately three hours 

of minute writing afterwards.  Therefore, you should expect to work for five hours in total for 

each meeting.   

Core Purpose 

To provide additional capacity to our central Trust clerking offer by minuting the meetings of 

our Local Governing Boards. 

Key Priorities 

 Ensure that Local Governing Boards receive the support and guidance of the clerk, 
enabling their meetings to be correctly and accurately minuted 

 Provide relevant updates from the meeting to the Clerk to the Trust Board in a timely 
manner 

 Complete preparation and minuting tasks in a timely fashion to ensure that the Trust 
meets all legal requirements in terms of deadlines. 
 

Duties 

The Pool Clerk will: 

1. Provide effective administrative support to the governing body during meetings 

 Respond to a range of enquiries during meetings, or refer to the Chair or Clerk 
to the Trust if they do not know the answer 

 Use a PC/laptop to draft minutes written during the meeting 

 Ensure secure handling of confidential data and information to comply with Trust 
Policy and GDPR 
 

2. Organise and co-ordinate the information flow 

 Make notes at governing body meetings for the preparation of minutes and, 
under the direction of the chair, ensure that all decisions are recorded 
accurately and objectively, including timescales for actions 

 Communicate with the Clerk to the Trust to provide all relevant information 
about the meeting, including attendance data, any requests/queries from 
governors that the clerk themselves cannot answer and changes of meeting 
dates 

 Send the minutes to the Chair of the LGB and Head of School for review 

 Complete any amendments requested and send the minutes to the Clerk of the 
Trust within fourteen days of the date of the meeting for circulation to the LGB 
 



 

3. Provide legislative and procedural advice to the chair 

 Provide the governing body with guidance on governance legislation and 
procedural matters 
 

4. Identify child safeguarding concerns by being vigilant for signs of abuse or neglect. 

5. Take appropriate action and report concerns to the Designated Person for 
safeguarding and follow the Trust’s child protection and safeguarding policies. 

6. Maintain an attitude of ‘it could happen here’ when it comes to safeguarding. 

7. Be a role model and take a lead in ensuring excellent professional practice across 
the Cirrus Primary Academy Trust. 

8. Ensure equal opportunities with regard to all aspects of practice and provision. 

9. Undertake any other duties as may reasonably be directed by the (Line Manager). 

10. Participate in any arrangements for the appraisal of your performance as Pool Clerk 
and commit to furthering your professional knowledge and skills through 
identification of training needs and participating in further training. 

 

Person Specification 

Essential Requirements  

1. A high standard of general education 

2. Experience of maintaining and manipulating computerised and/or hard copy 
data/information 

3. Knowledge of word processing and spreadsheet packages 

4. Knowledge of Governing Body Procedures and/or experience which demonstrates 
the ability to gather and analyse information for research purposes 

5. Language Skills: Higher level of fluency.  Able to ask complex questions to governors 
to understand their needs and be able to advise on the necessary actions to be taken 
and the information that must be captured accurately 

6. Ability to organise complex material and appointments 

7. Ability to understand and assimilate new information (eg legislation, policy etc) and 
translate this into procedural advice 

8. Ability to use spoken and written communication skills to explain technical matters to 
contacts 

9. Ability to interact professionally with everyone on the LGB and manage difficult 
meetings should the need arise 

10. Ability and willingness to work individually using own initiative 

11. Ability to work to a set deadline 

12. Ability to take accurate minutes of meetings 

13. Up-to-date knowledge of relevant legislation and guidance in relation to working with, 
and the protection of, children 

14. High level personal organisation and time management skills 



 

15. Must be computer literate with knowledge of basic software (Microsoft Packages) 

16. Evidence of attention to detail 

17. Excellent communication skills 

18. A thorough understanding of data protection principles and integrity and 
confidentiality regarding personal data 

19. An ability to establish positive working relationships with colleagues and pupils 
through modelling very high levels of professionalism, commitment and integrity 

20. A firm commitment to Equal Opportunities 

21. Strong desire to learn and grow professionally 

 

Desirable Requirements 

22. RSA Stage 1 Shorthand 

23. Experience of working in a school environment 

24. Knowledge of educational legislation, guidance and legal requirements 

25. Knowledge of the respective roles and responsibility of the Governing Body, 
Headteacher, Trust 

26. Demonstrate a willingness to attend appropriate training and development such as 
clerks networking and training sessions 

 

 

 

 


