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Governance professional and Company Secretary 
Kent Scheme F, 16 hours a week pro rata, term Ɵme only, £11,789 

Sir Roger Manwood’s Grammar School 

A friendly and dynamic mixed 
grammar school in Kent where 

staff and students thrive. 
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Welcome 
SRMS is a great place to work and teach – it is a friendly, dynamic school where 
both staff and students thrive because they are highly valued.  

 

We are looking for an enthusiastic and well-qualified professional to sup-
port the work of the School’s governing body. 

 

The full job description is separately attached. 
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 Why Sir Roger Manwood’s School? 

Founded in 1563, Sir Roger Manwood’s School blends centuries of tradiƟon with mod-
ern, forward-looking educaƟonal thinking. Our guiding principle, “Excellence in All”, un-
derpins everything we do – academically, pastorally and professionally. 

A truly excepƟonal seƫng  

Our school is located on a picturesque and expansive site, offering a calm, reflecƟve at-
mosphere that supports learning, wellbeing and professional fulfilment. 

A culture of academic ambiƟon  

Pupils at Manwood’s are moƟvated, arƟculate and enthusiasƟc learners, who value ide-
as and intellectual challenge.  

SupporƟve, professional staff community  

Staff and Governors at Manwood’s work within a warm, respecƞul and professional cul-
ture. CollaboraƟon, mentorship and conƟnuous development are central to our ethos. 

An exciƟng Ɵme to join  

With a renewed strategic focus this is a superb moment to join the school. 
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Person SpecificaƟon 

Knowledge 

· the school system: structures, accountability and funding 
· governance legislaƟon, procedures and regulaƟons relevant to an academy 
· the core funcƟons of the Governing Body of an academy 
· elements of effecƟve governance and board pracƟce as they apply to an academy  
· ideally the person appointed would already hold a relevant clerking qualificaƟon e.g. the Level 3 CerƟficate in the 

Clerking of School and Academy Governing Boards. If they do not, they would be expected to obtain one within 12 
months of employment. This would be funded by the School. 

· ideally, knowledge of the legal basis on which academies operate (e.g. Members, Trustees/Governors, ArƟcles of 
AssociaƟon, Funding Agreement) 

Skills 

· pass in both Maths and English GCSE, or equivalent  

· excellent literacy, numeracy and IT 
· excellent wriƩen and verbal communicaƟon 
· extensive experience of minute taking 
· planning and organisaƟonal 
· people and relaƟonship building 
· advisory skills (recommending a course of acƟon)  
· risk aware/able to arƟculate risk in the context 
· problem solving 
· excellent Ɵme management in order to meet deadlines and compeƟng demands 

AƩributes 

· Personal integrity and commitment to the Nolan Principles of Public Life: 
Selflessness - holders of public office should act solely in terms of the public interest 
Integrity - holders of public office must avoid placing themselves under any obligaƟon to people or organisaƟons 
that might try inappropriately to influence them in their work. They should not act or take decisions in order to gain 
financial or other material benefits for themselves, their family, or their friends. They must declare and resolve any 
interests and relaƟonships 
ObjecƟvity - holders of public office must act and take decisions imparƟally, fairly and on merit, using the best evi-
dence and without discriminaƟon or bias 
Accountability - holders of public office are accountable to the public for their decisions and acƟons and must sub-
mit themselves to the scruƟny necessary to ensure this. 
Openness - holders of public office should act and take decisions in an open and transparent manner. InformaƟon 
should not be withheld from the public unless there are clear and lawful reasons for so doing. 
Honesty - holders of public office should be truthful 
Leadership - holders of public office should exhibit these principles in their own behaviour and treat others with re-
spect. They should acƟvely promote and robustly support the principles and challenge poor behaviour wherever it 
occurs. 

· respect for confidenƟality 

· confidence and resilience  

· able to challenge when necessary 

· commitment to professional development to maintain knowledge and improve pracƟce 
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