
 

 

 

 
  

Role Description 

Role Title: Clerk to the Corporation 
  

Pay Grade: Senior Post Holder 
 

Normal Place of Work: College Green Centre, City 
of Bristol College, with some flexibility for hybrid 
working (on-site attendance required for all board and 
committee meetings)  

Line Manager: Chair of the Corporation 
 

Normal Working Hours: 0.5FTE 
 

Responsible For: Governance Officer 
 

 

ROLE PURPOSE  

The Clerk to the Corporation (‘the Board’) provides direct support to the Chair and to Governors. 

 
The Clerk is an independent officer of the Board with a central role to promote effective governance. 

 
The post-holder is responsible to the Board for ensuring that its proceedings are conducted in accordance 
with the provisions of the Instrument and Articles of Government and the rules and regulations made under 
statute in respect of the Charities Act, the Companies Act and in respect of general law. The Clerk is also 
responsible for ensuring the Board meets its regulatory requirements as laid down by the College’s 
Funding Bodies. 

 

PRINCIPAL ACCOUNTABILITIES  

The principal accountabilities of the post are to ensure that: 
 

1. The Board complies with and operates within its powers and discharges its duties  in accordance 

with statutory requirements and the Board’s Instrument and Articles of Government 

2. The Board follows agreed and proper procedures and good practice 

3. The business of the Board is conducted effectively and efficiently 

4. The Board is supported to manage the interface with the College’s Senior Leadership Team in 

pursuit of achieving the strategic purpose of the College 

 

SUMMARY OF THE POST 

The appointment of the Clerk is the responsibility of the Board and the post holder is solely accountable 
to the Board through the Chair for the proper discharge of his/her duties. 

 
Occupying a key and influential co-ordinating role within the organisation, the post holder will be 
responsible for establishing and maintaining the highest levels of Board governance, managing the 
interface between the Board and the College’s Leadership Team, ensuring that effective relationships are 
established and maintained and facilitating the smooth operation of the Board’s formal decision-making 
and reporting processes. 

 

The post holder will also have operational responsibility for the management of the Governance Officer. 
 

Principal Duties and key responsibilities 

 

1. Provision of Advice 
 

1.1 To provide independent, high-quality guidance and advice on statutory, constitutional, 
operational, procedural and ethical issues in accordance with: 



 

 

 

 
  

 
The Instrument and Articles of Government  
The Charities Act 2011 

The Companies Act 2006 

The Financial memorandum with ESFA The Audit 
Code of Practice  
Committee Terms of Reference  
Standing Orders 

Code of Good Governance for English Colleges 

Disciplinary and Grievance Policies and procedures for senior post holders. 

1.2 To advise the Board and its Committees on the proper exercise of their powers, any limitations 
on these powers, and the application of statute and  other legislation affecting its work; 

1.3 To advise Governors on eligibility and declarations of interest; 

1.4 To advise the Principal & CEO and other executive officers on governance issues, process 
and business cycle. 

 
Meetings of the Board and its Committees 

 

2.1 In consultation with the Chair and Principal & CEO, to plan the forward programme of meetings 
and cycle of business of the Board and its Committees, identifying the main items to be taken at 
those meetings. 

2.2 To summon meetings by proper written notice, having regard to the provisions  of the Instrument 
and Articles and Board’s Standing Orders, and issue the agenda and reports for all meetings within 
agreed timescales. 

2.3 To attend all meetings of the Board and its Committees and advise on quorum, governance and 
procedure at such meetings. 

 
3 Agendas, Reports and Minutes 
 

3.1 To draft agendas and liaise with executive officers responsible for preparing reports for forthcoming 
meetings. Oversee the preparation and distribution of agendas and papers for Board and 
committee meetings. 

3.2 Prepare reports and provide information on governance and other issues falling within the remit of 
the Clerk, including the Board’s self-evaluation, inspection related requests for information and 
internal and external audit. 

3.3 Prepare the Audit Committee’s Annual Report in conjunction with the Chair  of Audit and provide 
additional papers and advice to Audit Committee as required. 

3.4 Prepare the agenda and papers for the Search and Governance Committee   and provide additional 
papers and advice to the Committee as required. 

3.5 Prepare a final draft of minutes of meetings based on detailed minutes prepared by the Governance 
Officer; consult with the Chair/Chair of the relevant Committee on the accuracy of the final draft 
unadopted Minutes and make these available on request. In conjunction with the Chair and the 
Principal & CEO, ensure appropriate arrangements are made in the absence of the appointed Clerk 
and in the absence of the Governance Officer.  

3.6 Ensure non-confidential approved Board Minutes are published on the College website, in 
accordance with the Instrument of Government, Freedom of Information and Data Protection laws 
and with regard to public access to Board papers. 

3.7 Make arrangements for safe custody of the official record of the Board’s business. 

3.8 Ensure decisions of the Board are conveyed to those with responsibility for implementing them. 

 
4 Membership of the Board 
 

4.1 Maintain a record of Board membership and skills, notifying Search and Governance Committee 
of forthcoming Governor vacancies, advising on strategies and processes for succession planning, 
recruitment and selection that ensure statutory responsibilities for equality, diversity and inclusion 



 

 

 

 
  

are met or exceeded  

 

4.2 Liaise with individuals and external bodies on membership, in line with the wishes of the Search 
and Governance Committee and the Board, providing information to potential candidates about the 
College, and make arrangements for informal meetings and interviews. 

4.3 Ensure all appointments are made in accordance with the provisions of the Instrument. 

4.4 Prepare and issue letters of appointment on behalf of the Board and ensure that all new Board 
members receive a copy of the Board’s Code of Conduct for Governors, Instrument and Articles of 
Government, and other relevant information to support them in the role. 

4.5 Maintain an attendance record of Board members and monitor attendance having regard to the 
Board’s Standing Orders and relevant key performance indicators and advise the Search and 
Governance Committee accordingly. Produce an annual attendance report for the Search and 
Governance Committee. 

4.6 Notify the ESFA of any changes to the Chair, Clerk and Principal & CEO. 
 
5 Governance 

 

5.1 Draft for approval and keep under review Standing Orders for conduct of business, and Terms of 
Reference for the Board’s Committees, and propose to the Board improvements and amendments 
to reflect good practice and to meet changed circumstances. 

5.2 In consultation with the Chair and Principal & CEO to proactively review the effectiveness of the 
Board and the Committee structure and develop alternative arrangements as necessary to support 
effective governance 

5.3 Maintain a Register of Board members’ interests and gifts/hospitality, to include senior executive 
officers and make this available for review by interested parties. To record the interests of new 
Board members and review the records on an annual basis. 

5.4 Confirm the eligibility of new Board members on appointment, and to undertake an annual review 
of eligibility. 

5.5 Provide a channel of communication on Board matters between the Chair, Chairs of Committees 
and Principal & CEO. 

5.6 Prepare correspondence on behalf of the Chair and act as a reference point for all enquiries relating 
to governors and the Board’s work. 

5.7 To be responsible for the proper use, safe keeping and application of the Seal. 

5.8 Issue statements on behalf of the Board on issues relating to the governance of the College as 
required by and in consultation with the Chair. 

5.9 Maintain an overview of the corporate governance section of the College’s website, ensuring it is 
accurate and up to date. 

5.10 Authorise Governors’ expenses for attendance at meetings and external events in line with the 
College’s Financial Regulations. 

5.11 Take appropriate action if the Board, its Chair or one of its Committees appears to be at risk of 
acting inappropriately or beyond its powers, to ensure compliance with legal and statutory 
obligations and regulations. 

5.12 To obtain independent external professional advice on behalf of the Board when appropriate. 

5.13 Advise the Board on process and assist with the administration and process for the recruitment 
and selection of the Principal & CEO and senior post holders. 

5.14 Act as Company Secretary to the college’s two subsidiary companies, Partners in Bristol and South 
West Apprenticeship Company. 

 
6 Training, Induction, evaluation 

 

6.1 Co-ordinate and deliver an induction programme for new Board members and maintain appropriate 

records. 

6.2 Keep under review the provision of training for Board members to ensure the Board is aware of its 

statutory responsibilities in the key areas of Safeguarding, Health and Safety, Equality and 



 

 

 

 
  

Diversity, and its legal responsibilities, including arrangements for Board members to attend 

external briefings. 

 

6.3 Support the Board in its annual self-evaluation of governance performance and in its three yearly 
external review of governance - ensuring that the findings of the review are published within 
stipulated timescales. 

6.4 Support the board to meet its statutory duty to review effectiveness of the College’s provision in 
relation to local needs 

6.5 Develop own knowledge and expertise and share good practice in the area of Corporate 

Governance particularly in the FE and education sector to support the Board with professional 

practice relevant to the Board’s responsibilities. 

 
7 Legal and Statutory Requirements 
 
The Clerk is empowered to: 
 

• Seek independent legal advice. 

• Engage independent monitoring, advisory and consultancy services required by the Board, 
its members or its Committees. 

• Manage the provision of governance information and support the Board during inspection 
and the audit of governance. 
 

8 Budget 
  

The Clerk will co-ordinate with designated College officers the reimbursement of members’ 
expenses in accordance with the Governance process policy on cost of governance. 

 
9 Public Interest Disclosure – Anti Fraud and Whistleblowing 
 
 The Clerk will monitor the public interest disclosure ‐ Anti‐Fraud and Whistle blowing ‐ procedure, 

suggesting amendments and acting as lead assessor in reviewing a proposed disclosure. 
 
Generic Responsibilities 
 
The Clerk: 

 

• Has access to sensitive information and will need to preserve confidentiality. 

• Will be provided with an adequate office, together with computing and other facilities necessary for 
the proper performance of the post holder's duties 

• Is liable to undertake such duties as may reasonably be required by the Corporation. 
• Must be willing to travel and work in any of the college sites as required 

• Will actively promote and act, at all times, in accordance with College policies, including, but not 
limited to: Health and Safety, Equal Opportunities, Prevent and Safeguarding, the Staff Code of 
Conduct and the College’s Financial Regulations. 

• Will promote the College’s student first ethos, ensuring that the student experience is uppermost in 
policy and decision making. 

 

Behaviours  
 
To role model and consistently exhibit: student focus; high expectations and aspirations for all; focused on 
progression and employment; pride in what we do and our place in the city; collaborative and continually 
improving. 
 
To role model the College values of: Inclusivity, Respect, Ambition, Honesty 
 



 

 

 

 
  

 
 
Safeguarding  
 
City of Bristol College is committed to safeguarding children and vulnerable adults. All new employees to the 
College are required to complete and obtain an enhanced DBS disclosure. 
 
Other 
 
Due to the nature of this post, flexibility is required in relation to working hours. 
 
The Clerk must be willing to travel and work in any of the college sites as required.  
 
 
Variations to this job description may be required from time to time.  
 
The lists above are not intended to be exhaustive and the post-holder will be required to undertake any duties 
commensurate with the role of Clerk to the Corporation. The post- holder will take part in an annual cycle of 
appraisal which will be conducted by the Chair of Corporation. 
  



 

 

 

 
  

Person Specification      

 Essential Desirable How 
assessed* 

QUALIFICATIONS 
 

Educated to Degree Level 
 

✓  A/Cert 

Chartered Secretary status or holder of a similar, relevant 
professional qualification. 
 

 
✓ A/Cert 

KNOWLEDGE AND EXPERIENCE (UP TO DATE/ CURRENT) 
 

At least three years’ experience of working in a corporate 
governance role. 
 

✓  A/IV 

Knowledge and a thorough understanding of the operation of a 
Board of Governors or of similar governance arrangements 
 

✓   

Previous experience of governance in Further / Higher 
Education. 
 

 ✓ A/IV 

Experience of managing confidential information 
 

✓  A/IV 

SKILLS AND ABILITIES 
 

Ability to contribute strategically to the development of the 

College in its intention to become `outstanding’. 
 

✓  A/IV 

Confidence in interpreting and applying legislation and policy 
 

✓  A/IV 

Strong written and oral communication skills and the 
confidence to challenge others at whatever level   when 
sound corporate governance would be undermined. 
 

✓  A/IV 

Excellent people skills to support engagement with staff at all 
levels across the College and beyond. 
 

✓  A/IV 

Proven ability in planning and organisation and management 
of complicated projects  
 

✓  A/IV 

Good attention to detail and ability to prioritise and to keep to 
deadlines within a challenging environment 
 

✓  A/IV 

A team player who is self-motivated and able to work 
autonomously and proactively 

 

✓  A/IV 

Computer literate with a thorough understanding of MS Office 
packages 
 

✓  A/IV 

 
*Assessment method: 
A = Assessed via application  IV = Assessed via interview 
AT = Assessed via test/work-related task  Cert =  Certificate checked at interview 
 



 

 

 

 
  

 
 
Signed  …………………………………………………………… 
 
Date  …………………………………………………………… 
 
 
 


