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Volunteer Opportunity: Clerk to the Governing Body 
Are you highly organised and looking for a meaningful way to support our school community?
We are seeking a volunteer Clerk to the Governing Body to join our team. This vital administrative and procedural role ensures our school governors have the accurate records and structure they need to make the best decisions for our children and staff
The Role & Administrative Support Required: This is a flexible, voluntary position suited to someone with a background in administration and secretarial tasks.
The Commitment: Attending approx. 6 evening meetings per year, plus flexible hours at home for administrative preparation.
Key Responsibilities:
· Managing governor recruitment, correspondence and record-keeping.
· Compiling, organising and distributing meeting agendas and supporting papers in advance.
· Taking accurate, objective minutes during meetings and maintaining the action log.
· Providing advice on governance procedures and relevant legislation.
· Supporting the Chair of Governors and Headteacher on governance matters.
Maintaining records of governor training, attendance, terms of office and compliance requirements.
Are you interested?
If you have the skills to help our school thrive, please contact Mrs Michaela Morton on mortonm21@hwbcymru.net or Mailbox@stmarys-wxm-pri.wrexham.sch.uk
Closing Date: 1st September
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