ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title:

Clerk to the Governors Level 1


	Job number / Grade

ED???? / Scale 2c sp3-4

	Directorate :

Education


	Unit:

Schools

	
	

	JOB PURPOSE

	To take minutes for the Governing Body.




	SCOPE OF JOB (Budgetary/resource control, impact)

	Will have access to extremely sensitive and highly confidential information which must be dealt with discretely.




	POSITION WITHIN UNIT STRUCTURE

	Reports to the Chair of Governors.




	KNOWLEDGE, SKILLS & EXPERIENCE

	Experienced in minute taking.

Shorthand.

Word processing skills.



	

	JOB ACCOUNTABILITIES

	Minute all meetings ensuring they accurately reflect the decisions taken.

Type minutes  for the Chair of Governors and governing body in accordance with agreed standard.
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