
It is important to note that this job description is a guide to the work you will 

initially be required to undertake. It may be changed from time to time to meet 

changing circumstances.  It does not form part of your contract of employment. 

Job Description for the post of: 

Clerk to the Board of Governors 

EHM0176-0818 

Responsible to:  Chair of the Board of Governors 

Accountable to:  Chair of the Board of Governors 

The Post 

The post-holder is responsible for the provision of independent, authoritative advice, 
guidance and administrative support to the Board of Governors, ensuring their 
compliance with the various statutory, regulatory body and other legal obligations and the 
adoption of best practice in governance.  

The Clerk is accountable solely to the governing body and reports directly to the Chair of 
the Board in relation to governing body business. The Clerk is required to consult with 
the Vice-Chancellor and other senior colleagues, including the Deputy Vice-Chancellor 
and University Secretary, keeping them fully informed of any relevant matters relating to 
governing body business.  Equally, the Clerk is required to advise the Chair in respect of 
any matters where conflict, potential or real, may occur between the governing body and 
the Vice-Chancellor.  

This post does not carry line management responsibility but the post-holder will be 
expected to work closely with the Administrative Officer (Governance, Projects and 
Policy) to ensure the best possible support is provided to the Board. 

Main Duties and Responsibilities 

1. Providing the Board with independent, authoritative advice and guidance in respect of

its responsibilities, ensuring compliance with all legal and regulatory requirements

and the proper exercise of their powers. This includes alerting the Board to any

situation in which the Clerk believes any proposed action would exceed the



Governors’ powers or be contrary to legislation or otherwise be inappropriate. 

Amongst other matters, the Clerk will be specifically required to advise on: 

 The Instrument and Articles of Government

 The regulatory requirements of the Office for Students

 The CUC Higher Education Code of Governance

 The HEFCE Audit Code of Practice

 The Standing Orders of the Board

 The Terms of Reference of the Board and its Committees

 The Financial Regulations and procedures of the University

2. Proactively keeping abreast of external developments, ensuring that new and revised

responsibilities of the Board are drawn to their attention in a timely manner.

3. Planning the programme of Board meetings and establishing the annual cycle of

business in consultation with the Chair and the Vice-Chancellor, ensuring alignment

with any other bodies whose decisions may be pertinent to the Board, such as

Academic Board.

4. Acting as Committee Clerk to the Board and acting as Clerk or ensuring appropriate

support is provided to all its committees/working groups.  Specifically, unless

otherwise agreed with the Chair, this includes:

 Attending and convening all meetings

 Preparing and agreeing agendas

 Sourcing and preparing appropriate, concise, high quality papers for meetings

 Ensuring timely and effective circulation of papers to members

 Preparing draft minutes and ensuring approved minutes are made available for

reference as required, taking into account any need for confidentiality.

5. Providing/obtaining appropriate legal or other specialist advice for the Board in regard

to the conduct of Board business.

6. Ensuring the Board and its Committees undertake regular reviews of their

effectiveness and advising on the adoption of best practice.

. 

7. Maintaining/developing the Board’s Standing Orders and other procedures as

necessary and ensuring the Board is appropriately advised on matters of procedure.

8. Monitoring, reviewing and securing approval of the Scheme of Delegation.

9. Monitoring and controlling the application of the Seal of the Board.

10. Acting as correspondent for the Board and a reference point for all enquiries.



11. Maintaining a record of membership of the Board and its Committees, arranging for

the secure storage of personal data, keeping attendance records and monitoring the

reimbursement of members’ expenses.

12. Maintaining the charity web pages and maintaining and ensuring the annual

publication of the Register of Interests for Board and Executive Committee members.

13. Administering the recruitment process for new Governors, providing an appropriate

induction programme and advising on other opportunities for training and

development.

14. Acting as the administrative manager in operating the Governor Complaints Process

and for the appointment, suspension or dismissal of senior post-holders.

15. Other duties as may be required from time to time by the Board.




