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JOB SPECIFICATION 
 
	 
Job Title: 	 
 	 	 
	Director of Governance & Compliance and Clerk to the Corporation
 

	 
Line Manager:
 
	On a day-to-day basis, the postholder will report to the Chair of the Corporation but he/she remains responsible to the Corporation 


	Responsible for: 
	N/A 	 

	 
Pay Band: 	 
 
	
Senior Post Holder Management Band K  


 
JOB PURPOSE 
 
The Director of Governance and Compliance is responsible for ensuring corporate governance and risk management arrangements contribute meaningfully to the strategic development of the College.   
 
The postholder will ensure Corporation proceedings are conducted in accordance with the provisions of the statutory Instrument and Articles of Government and rules and regulations made under the Articles, the Education Act (as modified or replaced from time to time) and the general law.   
 
The post-holder will lead on ensuring the college is maintaining adherence to Audit and Risk processes, Board Assurance, Policy compliance, and Data Protection. 
 
 
SPECIFIC DUTIES 
 
1. Provision of Advice 
 
1.1 Advising the Governing Body and its Committees on the proper exercise of their powers and on the application of the Education Acts and other laws affecting its work including, but not exclusive: 
 
· the Instrument and Articles of Government. 
· the Standing Orders of the Governing Body; 
· the Terms of Reference for the Committees of the Governing Body; 
· the College’s Financial Regulations and the Post 16 Audit Code of Practice where appropriate. 
· The AoC Code of Good Governance for English Colleges 
 
1.2 Take independent advice, including legal advice, from outside agencies on governance issues when appropriate 
 
2. Meetings of the Governing Body and its Committees 
 
2.1 Organise the proper conduct of meetings of the Corporation and their Committees and ensure that as far as possible correct procedures are followed. 
2.2 Attend and minute all meetings of the Governing Body and its Committees/ad hoc   Working Parties or to provide alternative minutes service. 
2.3 Monitor Committee Terms of Reference and advise the Corporation of any revisions necessary from time to time. 
2.4 Keep under review the Corporation Standing Orders in relation to the conduct of its affairs and also the Code of Conduct of the Governing Body. 
2.5 Ensuring compliance with the law as regards public access to Governors’ papers. 
2.6 Devise the College cycle of business to ensure that statutory and best practice requirements are met and that the Board supports the College in successful delivery of its purpose, vision, values and strategy. 
 
3. Agendas and Reports 
 
3.1 Formulate with the Chair and the Principal/Chief Executive the agenda for the meetings of the Corporation and its Committees, liaising as appropriate with other staff to ensure that the necessary supporting papers are available for issue. 
3.2 Works closely with the Principal/Chief Executive and SLT Team to provide the Board with concise and appropriate reports to enable them to act effectively and efficiently. 
3.3 Agree an annual time-table and calendar of business for all meetings of the Corporation and its Committees. 
3.4 Maintain a record of outstanding business of the Corporation and its Committees 
3.5 Give proper written notice of all meetings and distribute the agendas and supporting papers. 
3.6 Monitor the quoracy of meetings and advise the Corporation as appropriate. 
 
4. Minutes 
 
4.1 Distribute draft minutes when approved by the Chair. 
4.2 Agree with the Chair and Principal/Chief Executive any follow-up instructions that arise from the minutes and ensure that follow-up action is reported, when appropriate, to the next meeting of the Corporation. 
4.3 Maintain a record of minutes and publication on the college website  
4.4 Maintain a confidential file relating to sensitive issues. 
 
5. Membership 
 
5.1 Monitor appointment to the Corporation and Committees and ensure as far as possible, having regard to the Register of Members’ Interests, members’ eligibility. 
5.2 Maintain an attendance record of Governors, notifying any Governors whose membership lapses as a result of non-attendance or who become disqualified for some other reason. 
5.3 Maintain a record of Corporation Membership, provide advance notice to the Corporation of expected vacancies and notify the Corporation of actual vacancies.  As appropriate, advise the Chair of the need for the Search Committee to be called, arrange for staff and student elections as appropriate, and provide advice to the Search Committee on recruitment strategies and good practice. 
5.4 Liaise with new Corporation Members over their appointment and undertake induction activities including appointment of mentors, access to the on-line portal and setting up external induction.  Maintain a record of induction and probationary review. 
5.5 Maintain the Register of Members’ Interests and advising Governors on declarations of interest. 
 
6. Standing Orders/Code of Conduct of the Governing Body 
 
6.1 Facilitate communication of Governing Body matters between the Chair, Principal and Senior Staff in the College. 
6.2 Act as a reference point for all enquiries relating to the Governing Body and act as correspondent for the Corporation as appropriate 
6.3 Provide administrative support personally or provide an appropriate alternative to the Chair of Governors, Chairs of Committee and to individual Governors as required in connection with Corporation business. 
6.4 Administer the reimbursement of any Governors’ expenses. 
 
7. Governance 
 
7.1 Prepare reports to the Board and other issues falling within the remit of the Clerk to the Corporation. 
7.2 Work with the Corporation to take the Governing Body forward in relation to governance. 
7.3 Supports the College as required during external inspection or review. 
 
 
8. Governing Body Seal 
 
8.1 Take responsibility for the proper use of the Corporation Seal, including keeping the seal in safe custody and ensuring that all deeds and documents to which the Corporation seal has been affixed have been properly authenticated and a record made of all documents sealed. 
 
9. Training and Self-Assessment 
 
9.1 Lead on the training and development of the Board and provide support for Governors in their role. 
9.2 Facilitate induction and training programmes for Corporation Members, participate as appropriate, and manage any associated budget. 
9.3 Facilitate the Governing Body in the annual review of its performance including external board review. 
9.4 Attend appropriate conferences and training events to keep up-to-date with current trends and seek to introduce change/good practice as appropriate. 
 
10. Public Interest Disclosure Procedure  
 
10.1 Monitor the provisions of the Public Interest Disclosure changed Circumstances. 
10.2 Carry out the role of designated assessor for the purposes of the Public Disclosure Procedure. 
 
11. Policy: 
 
11.1 Ensures that the College has a robust policy framework ensuring appropriate approval of College policies through the Board and committees as required and maintaining oversight of the organisation’s policy register and timeliness of policy renewal and implementation, ensuring consistency in policy presentation and approval. 
11.2 Ensures best practice in the development and presentation of College policies, with compliance to statutory and best practice requirements as appropriate. 
 
12. Data Protection:  
 
12.1 Undertake the Role of the Data Protection Officer for the College.   
12.2 Ensure the College complies with Data Protection law and regulations. 
12.3 Provides advice, guidance and information to the organisation and those processing information with regards to data protection obligations. Coordinates responses on behalf of the organisation to information requests received under General Data Protection Regulations. 
12.4 Provide advice, guidance and information to the organisation and those processing information with regards to freedom of information obligations.  
12.5 Works with departments across the College to ensure systems and controls are in place to enable compliance with General Data Protection regulations, Freedom of Information legislation and any other relevant legal requirements.  
12.6 Oversee the College’s data retention and archiving procedures, manage the archiving budget and be the contract manager for the external archiving/scanning service. 
 
13. Strategic Risk Management:  
 
13.1 Work with the Board and Executive Team to ensure appropriate arrangements for risk management and control are in place, supported by a robust assurance framework. 
13.2 Contribute to the overall Financial Management of the college specifically managing Risk Management and Internal Control. 
13.3 Report to the Audit Committee on Risk, Control and Compliance issues working effectively with the Principal, Director of Finance and Chair of Audit Committee. 

14. Emerging Risk and AI Governance:

14.1 The Director of Governance will support the Corporation in maintaining effective oversight of emerging areas of institutional risk, including the ethical, transparent and compliant use of artificial intelligence. This will include ensuring that appropriate governance arrangements are in place for AI-related complaints, concerns and appeals, and that the Board receives clear assurance on how such matters are managed through the College’s existing complaints, data protection, academic, safeguarding and quality assurance frameworks.
14.2 Take the lead role in Risk Management and Board Assurance ensuring that Risk 
Management and Board Assurance Processes are well embedded throughout the College.  
14.3 Ensure that all areas Cross College are compliant with Risk and Board Assurance processes, including having an up-to-date area risk register and board assurance plan which is approved by the Audit and Risk committee. 
 
15. Internal Audit Control Systems:  
 
15.1 Ensure that there are appropriate Internal Control systems in place and the Internal Audit Strategy is followed accordingly, reporting to Audit Committee. 
15.2 Be the main contact with the Internal Audit Service and ensure effective contract management. 
15.3 Ensure all audits are effectively coordinated within the College liaising with College managers and auditors as appropriate and manage all pre-audit work. 
15.4 Ensure all Audit recommendations (including internal audit, external audit, funding bodies i.e., ESF etc) are tracked and implemented in accordance with agreed actions and reported to SLT and Audit and Risk Committee. 
 
 
16. Miscellaneous 
 
16.1 Undertake such other duties which may be required from time to time that may be appropriate to the role of Clerk to the Corporation. 
16.2 The Governing Body recognises the independence of the Clerk in relation to other management functions within the College and expects the Clerk to show the utmost integrity in the carrying out of his/her duties.  The Clerk will have access to legal advice, independent of the College Executive as appropriate.  As part of the appraisal process, the independence of the Clerk will be reviewed. 
16.3 Conflicts of priority between the role of the Clerk to the Corporation and the postholder’s college job role to be settled between the Chair and the Principal. 
16.4 Value diversity and promote equal opportunities. 
 
 
 
 
 
 
 
 
 
 
 
PERSON SPECIFICATION 
 
POST: Director of Governance & Compliance and Clerk to the Corporation 
 
	 
As a College employee you will be expected to embrace College values and implement College policies and procedures by:- 
 
· Seeing learners as our priority 
· Embracing equal opportunities and respecting diversity 
· Working co-operatively with colleagues 
· Respecting and valuing the work of all our stakeholders 
· Striving for continuous improvement 
· Adhering to College policies and procedures 
· Promoting the welfare of children, young people and vulnerable adults 
 


 
	 
ATTRIBUTES 
	 
ESSENTIAL 
 
	 
DESIRABLE 

	Qualifications 
	• 	Relevant degree and/or professional 
qualification  
	• Clerking qualification 

	Experience 
	· Working under pressure and to deadlines 
· Experience of supporting complaints, appeals, risk, compliance or assurance processes within a regulated environment.
· Strong understanding of governance, confidentiality, natural justice, conflicts of interest, escalation and board-level assurance.
· Ability to interpret emerging risks, including those associated with artificial intelligence, digital systems, data protection, equality, bias and institutional reputation.
	· Experience of working in the FE sector 
· Understanding of the legal frameworks affecting the FE Sector. 

	Knowledge and 
Skills 
	· Good communication skills – able to communicate well at all levels 
· Have a methodical way of working 
· Ability to work on own initiative but also be part of a team 
· Good interpersonal skills 
· Accurate and pays attention to detail 
· Excellent IT skills 
· Willingness to work flexible hours consistent with the requirements of the service, including attending evening meetings. 
· Ability to rapidly assimilate significant amounts of information. 
· Ability to produce documentation in an appropriate formal style in good written English. 
· Ability to gain and sustain confidence and credibility with the Chair, Principal & CEO, governors, and senior leaders, with confidence to challenge others when sound corporate governance might be undermined. 
	 Knowledge of AI governance, digital ethics, data protection, cyber risk or technology-enabled decision-making in an education or public-sector context.
Experience of supporting boards or committees in the oversight of emerging regulatory, technological or reputational risks.
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