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Welcome to L.E.A.D. Academy Trust
Dear Applicant,
Thank you for your interest in the post Governance Office at L.E.A.D. Academy Trust.
The Trust was established in October 2011 with a vision that through outstanding leadership we will
provide the highest quality education to enable every pupil to realise their full potential. All
stakeholders at L.E.A.D. passionately believe in the power of partnership working as a catalyst for
ensuring more children receive an exceptional education. Today the Trust currently consists of twenty
five schools with further schools set to join.
The acronym L.E.A.D. embodies the four core principles at the heart of the Trust: strong leadership at
every level; empowering every child to aim high; giving every child the opportunity to achieve and
constantly driving for improvement.
We are now seeking to appoint a Governance Officer to advise on Governance to our Academies
along with supporting the Academy Governing Bodies (AGBs) by providing an efficient and effective
clerking service. This role will be responsible for supervision and line management of another member
of the Governance Team and will support the Head of Governance with any wider Governance case
management.
The post is permanent, full time and will be a hybrid based approach with travel between all schools
in the Trust an expectation. The Trust would also welcome applications from candidates looking for a
more flexible approach to working patterns.
The closing date for applications is 17th June 2022. Please submit your completed application form
and supporting documents to the Head of Governance, Simon Hudson on
Simon.Hudson@leadacademytrust.co.uk.
Further information regarding the L.E.A.D. Academy Trust can be found at:
www.leadacademytrust.co.uk.
We look forward to receiving your application.
Your faithfully,
Diana Owen CBE
Chief Executive

2

“The L.E.A.D. Academy Trust
is one of the strongest
sponsors operating in the
East Midlands, with a track
record of successfully
improving underperforming
school…”
Department for Education, 2015
(Leicester Mercury

L.E.A.D. Academy Trust
L.E.A.D. Academy Trust comprises of
twenty five academies across
Nottingham, Leicester, Derby, Lincoln
and Sheffield. Our philosophy is to;
lead, empower, achieve and drive.
At the heart of our Trust is the
development of outstanding leaders.
We empower individuals in our schools
to provide the highest quality
education, enabling every pupil to
realise their full potential. We have also
been recognised by Ofsted as a leading
academy sponsor, securing rapid and
sustainable improvement through the
research and application of best
practice across operational areas.
The combination of autonomy and
collaboration across key areas of
leadership and management
underpinned by shared vision, values
and best practice positions L.E.A.D. as a
truly unique Academy Trust.
To view our ‘L.E.A.D. Family Brochure’
please visit:
www.leadacademytrust.co.uk
To see the wonderful achievements,
proud moments and diverse events
happening across our Trust please
follow our twitter account:
@LEADAcadTrust
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Job Profile
Role: Governance Officer
Salary: NJC28-33 £32,798 - £37,568 full time equivalent
Responsible for: Coordination and clerking of AGBs, support to the wider Governance function and
supervision of Governance Administrator
Responsible to: Head of Governance
Purpose of Role: This post is responsible for supporting the Head of Governance and advising on
Trust Governance, including clerking and supporting Academy Governing Bodies (AGBs), the Chairs
and Governors and the team of Academy Clerks. The role will also be responsible for project
management and quality assurance reviews of Governance related matters along with supporting
with any complaints processes and other wider case management.
1. Key responsibilities
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Uses significant expertise and experience of clerking and committee administration to provide
proactive and high quality governance support for the Trust, including:
Responsibility for servicing the termly Chairs Forum, a minimum of 10 Academy Governing
Bodies (AGB), Executive and other meetings called from time to time.
Manages and reviews the AGB business cycle, co-ordinating, issuing and supporting Chairs and
other AGB Clerks with the draft termly AGB agenda, finalising the agenda and managing
procedures related thereto, working closely and effectively with team colleagues, senior
leadership and Governors.
Applies experience and knowledge to support and ensure the effectiveness of AGBs in fulfilling
their remit and delegated powers and in application of the Governor Toolkit. This includes
completion of the termly formal meeting pro-forma and Clerk’s feedback, drafting the
composite summary report for the Performance and Standards Committee and taking actions
required arising from this.
Ensures effective feedback from and to AGBs and Committees, alerting the Head of
Governance and senior colleagues to issues arising at AGB (and other) meetings.
Within Trust guidelines and deadlines, drafting agenda, reports and minutes to the very
highest standard including preparing draft documentation for agreement with the
Chair(s)/Head of Governance and Executive colleagues and liaising with other report authors
regarding timely submission of reports. Seeks the approval of Chairs to minutes and arranges
distribution via Governor Hub. Undertakes follow-up actions from meetings, as required. (The
format and detail of minutes will vary according to the nature of the meeting and will often
require the record of discussion to provide clear evidence of active Trustee/Governor
engagement and challenge).
Maintains and progress chases the Outstanding Actions Lists arising from meetings, reporting
as necessary to the Head of Governance.
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Supports the Head of Governance in managing and monitoring linkages between the various
layers of governance (local, regional and Board/Trustee) to ensure that the flow of
information between the various layers of governance (local, hub, Trustees) is functioning
effectively and flows efficiently both ways.
Briefing and keeping Chair(s) and members of Committee(s) and AGBs informed, including, if
required, preparation of a Chair's Briefing Paper in advance of each meeting.
Manages and supports AGB Clerks in presenting agenda items and advising meetings on
procedure and the remit of the AGBs. This includes liaising with AGB Chairs, Clerks and
Academy Heads to finalise, within the timescales required, the termly agenda, managing the
annual/termly Programme of AGB business. The role includes advising, guiding, and supporting
the remit and procedure of AGBs and identification of Governor Training requirements.
Supporting Trust compliance projects and reviews.
Deputises for the Head of Governance and covers for other members of the Governance Team
as required.
Applies insights from professional training, ideally ICSA qualified or through the National
Training Programme for Clerks to manage Committee / AGB business and support Trust
governance.
Applies knowledge of governance in the Education sector, the Trust Scheme of Delegation and
the L.E.A.D. governance and legislative framework to their work and knows how to access
appropriate legal advice, support and guidance on an as needed basis.
Uses experience of dealings with Trustees, Governors, EMT and other colleagues within the
Trust to apply political sensitivity, discretion and strict confidentiality at all times.
Day to day management and supervision of the Governance Administrator including quality
assurance of their work

Governance Officer Specification
The person specification lists the competencies expected of an experienced/fully trained [Position].
The two right hand columns provide guidance for the appointment of new [Position]. (E = Essential
criteria, D = Desirable criteria)

E
Skills, Knowledge,
Experience &
Aptitudes

The Governance Officer should be able to provide
evidence of the following:


Ability to assume full responsibility for both the
efficient day to day functioning of the L.E.A.D.
Governance Officer (Committees) role as well as
developing the role further

E

Management of high level Committee
administration including managing and producing
agenda, reports, minutes and taking follow-up
action in relation to these

E



Supporting and servicing high level Executive
groups or similar

E



Supervision of a team

E



Excellent communication skills, both written and
oral, with the ability to communicate effectively
with people at all levels

E



A high level administrative and organisational skills

E



An ability to work as part of a team and contribute
towards its success

E



Efficient and effective record keeping and
information retrieval

E



Experience of effectively organising meetings

E



Knowledge of Academy Governing Body (AGB)
procedures and safeguarding/education legislation

D



Knowledge of the respective roles and
responsibilities of the AGB, the head teacher, the
LA and the DCSF

D



7

D

Qualifications &
Training

Personal
Attributes

Special
Requirements

8



Knowledge of Equal Opportunities, Human Rights
and Data Protection legislation



Experience of preparing for Ofsted



Ability to use all MS Office programs particularly
Word, Excel, Outlook and Powerpoint and be
familiar with other bespoke databases.

E



Ability to work to tight deadlines, managing and
prioritising time effectively.

E



Self-starter, with and ability to work independently
& use own initiative to overcome obstacles.

E

E
D

The Governance Officer should have:


A good standard of education including at least a
GCSE grade C or equivalent in English and Maths



a relevant further qualification relating to
governance, clerking or Committee Administration

D



Designated Safeguarding Lead
qualification/training

D

E

The Governance Officer should:


have an openness to learning and change

E



have a positive attitude to personal development
and training

E



be able to work in ways that promote equality of
opportunity, participation, diversity and
responsibility

E



demonstrate good interpersonal skills

E



demonstrate integrity, confidentiality, impartiality
and empathy

E

The Governance Officer should:


be available to be contacted at mutually agreed
times

E



be able to travel to meetings

E



be willing occasionally to attend evening meetings

E

We welcome applicants from diverse backgrounds and promote accessibility and inclusivity for all.
L.E.A.D. Academy Trust is a committed to the recruitment and promotion of all on the basis of ability
and suitability for the role irrespective of disability, race, gender, health, social class, sexual preference,
marital status, nationality, religion, employment status or age. The Trust is committed to treating your
application fairly on these grounds.
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How to Apply
Please send a completed application form and covering letter, with a supporting CV if you wish, to:
Simon.Hudson@leadacademytrust.co.uk
Closing Date: Friday 17th June 2022.
Interviews are expected to be held week commencing 27th June 2022.
Applications will be reviewed upon receipt therefore shortlisted candidates may be contacted in
advance of the closing date.
The L.E.A.D. Academy Trust is committed to safeguarding and promoting the welfare of children and
young people and we can expect all staff and volunteers to share this commitment. This post is
subject to an enhanced DBS check.
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L.E.A.D. Academy Trust
5a The Ropewalk
Nottingham
NG1 5DU
Email: admin@leadacademytrust.co.uk
Telephone: 0115 822 5440
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