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The role of clerk/governance professionals is key to the improvement of governance. There is
no question that the workload of governors and trustees is made more manageable where a
clerk/governance professional covers the full job description and is able to avail themselves of
relevant CPD.

NGA launched Clerking Matters campaign with four main aims: to increase the understanding
of the importance of the work of clerks and what can be expected of a well-trained clerk; help
governing boards find good clerks where there is difficulty in doing this; to help clerks know
where continuing professional development can be found, and to encourage appropriate
remuneration of clerks.

The campaign has achieved some notable successes. It was influential in securing funding for
the Clerks Development Programme and was the catalyst for NGA launching its “find us a
clerk” service. The service provides a platform for governing boards to advertise their vacant
clerks’ positions, and professional clerks their services so that boards can contact them
directly.

There is still much work to do improve the status and profile of the clerking profession and in
particular ensure that clerks/governance professionals are being paid at a level that is
commensurate with the status of the role.

The valuable research we have carried out and is referred to in this report accepts that the
varying nature of the clerk/governance professional role and governing structures does not
lend itself to a uniform pay structure. However, it also highlights the fact that too many
clerks/governance professionals are not being paid at an appropriate level, or even for the
number of hours that they work. The research provides credible recommendations that point
to a proportionate and reasonable rate of remuneration for those clerks completing the role
as defined in the NGA model job description.

We would like to thank members of the advisory group NGA convened to support phase three
of our research and test the robustness of our evaluation. Your commitment, professionalism
and constructive candour made a huge difference to this research project.

Thanks also to members of the NGA team who worked on this research project and the
resulting report.

NGA is a learning organisation and we are grateful to those colleagues from other sectors
whose work we have drawn on when undertaking this research project.



1 Introduction

The role of clerk to the governing board requires extensive knowledge, experience, skill and
training if it is to be carried out. The following “four discrete areas of activity for effective

clerks” have been identified (Sassoon, 2008; James et al.
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Extensive work has already been completed by NGA on many aspects of this campaign,
including the production of model job descriptions as well as an online service to allow
governing boards to advertise clerking roles free of charge and for clerks to advertise their
services to governing boards. The next phase of NGA’s Clerking Matters campaign, and the
purpose of this report, is to isolate what clerks should be paid in relation to the duties
outlined in the NGA model job descriptions.

2 Theoretical framework

This research project aims to establish a robust and sustainable foundation in which to base
clerks pay by answering the following question:

1. What would be considered fair remuneration for clerks based upon the NGA job
description(s) and the current job market?

NGA considered using a number of methods to approach this question. These included
carrying out a survey of clerks, similar to the one that NGA carried out in 2016, and a
benchmarking exercise with other governance professional roles. It was decided, however,
that a survey would reveal little more than it did in 2016. Furthermore, preliminary analysis of
a range of current job advertisements revealed a wide range of salaries for governance
professionals, from six figure salaries for company secretaries in large private companies to
clerks of small charity trust boards appointed as volunteers. It is also challenging to draw
comparisons between clerks in schools and governance professionals in other sectors as there
are clear differences in the requirements for board administration.

In view of the above it was decided to approach the question using established “job
evaluation” and “market pricing” methods (Armstrong and Baron, 1995; Durai, 2010). These
methods are often used sequentially (IES, 2018) to determine where a specific role fits within
an organisational hierarchy in terms of skills needed, responsibilities and accountability
(internal validation) and how much a role should be paid in order to offer a competitive salary
in comparison to the national labour market (external validation).

The job evaluation method is commonly used to provide the internal validation within an
organisation. While only indirectly related to pay, job evaluation is used to compare different
roles and justify the scale between the most and least paid. According to the Advisory,
Conciliation and Arbitration Service (ACAS, 2014), the job evaluation process “facilitates the
accommodation of new and revised jobs into the grading structure” and can also be “used by
organisations as a basis for job matching and external pay comparisons”. It is, however,
important to note that the process of job evaluation is a “systematic process rather than a
scientific one” (Suff and Reilly, 2006). When carried out by organisations, the job evaluation
method is inherently subjective. While good practice dictates that it should be carried out by
a varied advisory group (thus minimising the bias of any particular evaluator or interest group)
there will no doubt be a degree of unconscious bias associated with ranking roles within an
organisation.






Between November and December 2019, NGA collated information from 110 nationally
advertised job descriptions for clerk to the governing board in England. To supplement this
data, NGA also harvested data from the 53 clerks’ adverts hosted on NGA’s website between
2017 and 2019. This was collated into a standardised excel spreadsheet. These two
approaches generated data from 163 unique job adverts for the clerk.

Data was then manually inputted into an excel spreadsheet, which included details on:

the job title as advertised
the location of the role (broken down by local authoritw/F1 12 TfnQq0.000008871 0 595.32 841.92 re


http://www.thesalarycalculator.co.uk/salary.php

Rather than listing respondents’ individual jobs in the survey, participants who took part had
their jobs grouped using the Standard Occupation Classification (SOC) hierarchy produced by
the Office for National Statistics (ONS). The different groups included in this hierarchy are:

Managers, directors and senior officials
Professional occupations

Associate professional and technical occupations
Administrative and secretarial occupations
Skilled trades occupations

Caring, leisure and other service occupations
Sales and customer service occupations

Process, plant and machine operatives
Elementary occupations

Across each of these ‘major groups’ are several minor-groups and, through them, are listed
sub-components of the minor groups. Detailed descriptors of each category can be found on
the ONS website. Other variables included in the APS included years in occupation (which can
be used as a proxy for experience), region and level of qualification.

Using NGA’s job descriptions, the descriptors for the “major” and “minor” job groups were
used to isolate the group(s) which best related to the role of clerk. From this, it was possible
to ascertain and compare the pay of jobs in the groups where clerks would likely fit, looking
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Instead, the primary aim of this phase was to determine which model profile the clerk was
benchmarked against and to provide a commentary of the discussion provoked by the NJC JES
guidance to justify this decision. To demonstrate how this translates into pay, NGA then
identified 19 published advertisements of roles in schools which matched the benchmarked
role profile. NGA also obtained data from five anonymised LAs that had matched their pay
scale to the NJC JES points score. This offered an indication of remuneration for the
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Exploring clerks’ contractual arrangements in more detail, figure three also indicates that
many clerking roles were advertised as fixed-term contracts.

Figure two (left): Table showing the number and percentage of clerks paid by the hour, a yearly
salary, per meeting or other.

Figure two (right): Pie-chart showing the percentage of clerks who reported being on fixed-
term contracts.

Breaking down pay in more detail, there is some variation depending on the job description
outlined in the clerk’s advertisement and the organisation type looking to employ the clerk.
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Figure four: Pay for clerks broken down by the phase of school they were employed to work
within, as specified in job advert.

The data also shows further differences between regions in terms of clerks pay. Looking at
figure five, the data shows that those in London are paid significantly more than clerks in
other parts of the country. While understandable based on cost of living, this does impact
upon the average pay of clerks. When excluding London from the data, the mean average
wage for clerks falls to £11.50 per hour. This is compared to London only, where clerks are
paid an average of £16.70 per hour. When looking at figure five, please note that there was
only one case from the North East (£9.75 per hour) and three cases from the North West
(£9.32 per hour on average) and this is why these regions have been excluded from the
graph.
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Figure five: Pay for clerks broken down by the region they were employed to work within
(excluding North West and North East), as specified in job advert.

Finally, data was collected on qualifications across 125 applications. The largest proportion of
advertisements did not specify that clerks needed any qualifications (44.5%) whereas several
others outlined that on the job training would be provided. Of those that did specify
qualifications, 12.8% specifically mentioned GCSEs
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Figure six: Pay broken down by the type of qualification requested in 125 clerking
advertisements.

Number of

advertisements Percentage Average hourly rate
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This does not mean, however, that the other clerking roles did not involve an advice element
-38 job adverts provided very little information on the nature of the responsibilities or
provided vague details which made it difficult to ascertain whether providing advice was part
of the role. Of all of the advertisements, 26.4% either explicitly mentioned that advice was
not needed or did not include it alongside an adequately detailed list of other duties.

The data demonstrates that, in those advertisements where giving advice was explicitly
mentioned, clerks were paid £12.55 per hour compared to those who did not give advice who
were paid a mean average of £11.76 per hour. This figure excludes the 20.0% of
advertisements where it was unclear whether the clerk gave advice. These roles were paid at
a rate of £11.57 per hour on average.

412 Summary

The data above show that clerking roles are being advertised across the country at a mean
average of £12.19 per hour. There are some caveats to this figure, however, as the data raises
question marks over whether those who are paid a salary are appropriately remunerated for
all of the hours they work. Furthermore, there are key differences based on the type of role
clerks are asked to carry out (i.e. whether clerks are expected to provide advice or not) as well
as difference by region, phase of school and structure. Beyond pay, the data also suggests
that, of those advertisements which requested qualifications, the most common request was
for GCSE or equivalent level with some (roughly a quarter) explicitly requesting clerical or
administrative experience.

When deciding upon an appropriate salary, this data is used to explore the theoretical impact
of the proposed salary figure on the current job market for clerks
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4.2.1.1 Business, research and administrative professionals N.E.C

Requiring specialist knowledge, 66.3% of respondents in the Business, research and
administrative professionals N.E.C category held a degree or equivalent as their highest
qualification, with a further 8.2% having undertaken some form of higher education. Only
13.8% respondents in this category had an A level or equivalent as their highest qualification
and 7.8% had GCSEs or equivalent as their highest qualification. Less than 1.0% had no
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Figure eight: Comparison of key differences between the role of clerk and Administrative and
secretarial/ Business, research and administrative professional SOC
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4.3.1 Discussion around NGA job descriptions and eight model profiles

The first activity of the advisory group was to agree the content of the NGA maintained and
academy clerk job descriptions and to ensure that all members could buy-in to the content of
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4.3.2 Alignment and debate of individual factors

Looking to further pinpoint the role of the clerk, the advisory group then compared the new
matrix (appendix three) to the National Joint Council (NJC) - Job Evaluation Scheme (JES),
looking at each factor individually.

As outlined on pages 5-6, publishing the advisory groups points score would be unhelpful and
potentially unethical. As such, the below discussion goes through the NJC-JES guidance factor
by factor, demonstrating where the advisory group, and subsequently NGA through a follow-
up and revision exercise, felt the role of clerk fitted in relation to the proposed matched role
profiles; Administrator 3, Administrator 4 and Business Manager 2.

4.3.2.1 Job factor one: Knowledge

The clerk requires greater The clerk requires equal The clerk requires less
knowledge than knowledge to Administrator
Administrator 3 4
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4.3.2.4 Job factor: Physical skills

The clerk requires greater The clerk requires greater The clerk requires fewer
physical skills than physical skills than physical skills than Business
Administrator 3 Administrator 4 Manager 2
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Other statements in the guidance at Business Manager 2 level related to “organising the
workload of a team” or “allocating and re-allocating project and response work amongst a
team”. This did not seem to apply to the clerk and, instead, the “working within recognised
procedures” description at Administrator 4 level was felt to be a more appropriate and
accurate description.

4.3.2.6 Job factor: Physical demands

The role is as physically The role is as physically The role is as physically
demanding for the clerk as it | demanding for the clerk as it | demanding for the clerk as it
is for Administrator 3 is for Administrator 4 Is for Business Manager 2

The advisory group placed the physical demands of the role of clerk at level 1 and
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The advisory group discussed in detail the perceived difference between “concentrated” and
“enhanced” mental attention. On the one hand, the JES guidance states that “enhanced
mental attention” covered “checking of documents for completeness or correctness ... [and]
... carrying out occasional calculations”, whereas “concentrated” mental attention consisted
of “repeated manual calculations, data analysis or other work with figures; or ordering of
facts, as for instance, in report writing or preparation of a presentation”.

The advisory group felt that the mental attention required by the clerk during governance
meetings was “concentrated” for medium periods and therefore warranted the higher score.
NGA'’s view was based on the rationale that clerks would only be expected to exercise
concentrated mental excretion for brief periods. In other words, any “concentrated mental
attention” (including interpreting figures etc.) may occur in a governing board meeting but
would be sporadic and only happen in short-term episodes.

F
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4.3.2.12 Job factor: Responsibility — For Physical Information

The clerk has greater The clerk has greater The clerk has equal
responsibility for physical responsibility for physical responsibility for physical
information & resources information & resources information & resources as
than Administrator 3 than Administrator 4 Business Manager 2

The advisory group placed the role of clerk at the same level as Administrator 3 based on the
understanding that the “work involves ... handling and processing of considerable amounts of

manual or computerised information, where care, accuracy, confidentiality and security are
important”.

NGA'’s view was that the role of clerk should be placed at the same level as Administrator 4 on
the basis that the clerk plays a key role in developing an information system, which allows
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Encouragingly, the split between the clerk and Administrator 4 is relatively balanced, with the
clerk scoring less than Administrator 4 for two factors but scoring more for three others. It is
worth noting that, for six factors, the role of clerk exceeded that of Administrator 3 and is
equal on every other factor. This suggesting that the role of clerk goes beyond the skills and
experience of Administrator 3. The data also shows that the role of clerk is less demanding,
and requires less skills and experience, than Business Manager 2; with the Business Manager
2 role exceeding the skills, responsibilities and experience on seven factors.

NGA identified the following three methods that employers might use to determine an
appropriate level of pay for the job role taking into account organisational hierarchy.

(1) To “benchmark” the role of clerk to administrator 4 and determine how much these
positions are being advertised at nationally;

As outlined in appendix one, Administrator 4 manages “the administrative and/or finance
function within a school” and therefore broadly reflects the role of a school Office Manager.
NGA identified 19 national job advertisements for Office Manager in schools which matched
the job profile of Administrator 4. Of these, eight were identified as working in primary
schools, one in nursery and two in secondary schools. The other advertisements did not
specify phase. There was a broad mix of advertisements across the country, with four of the
advertisements for roles in London. Looking at pay across each of these 19 advertisements,
salaries were advertised on a scale between £12.75 per hour (min) and £14.79 per hour (max)
on average. Excluding London, salaries were advertised on a scale between £12.14 per hour
(min) and £14.28 per hour (max) on average.

(2) aligning the role of clerk and administrator 4 and using published LA pay scales to
determine payLA pay scales to
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Of concern, of the 163 job advertisements explored in part one, 60.7% were proposing to pay
the clerk less than the bottom of the pay band for the 19 Office Manager positions identified
in phase three (£12.14 per hour). Perhaps even more alarmingly (particularly as this data is
over two years old and has not been adjusted for inflation), 28.2% of advertisements were
proposing to pay less than the £10.40 per hour
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Recommendation three

When requiring an experienced clerk to fulfil the role as outlined in the NGA job descriptions
(i.e. with national accreditation, clerical experience and/or governance knowledge) schools
should pay no less than £13.80 per hour or £26,910 per annum full time equivalent. This
should be appropriately uplifted for roles advertised in London.

Just like in any role, clerks with qualifications and experience would not expect to be paid at
the lowest point in a salary bracket.

The figure given in recommendation three represents the mean average of the mid-point on
the salary scale determined in phase three of this project (see page 16). Overall, 79.8% of
advertisements in phase one were offered below this threshold. When adjusting for
qualifications and experience (see figures five and six on pages 12-13), those advertisements
asking for experience were advertised at £12.23 per hour on average, whereas
advertisements asking for at least one qualification were offered at, on average
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Recommendation five
While employers should take the lead in setting appropriate remuneration for clerking posts,
it important that clerks feel confident enough to have discussions with their employers about

what an appropriate salary looks like. Clerks should also think carefully about applying for
posts which advertise below an acceptable rate.

We want to be clear, that although we have included pay ranges, we are not saying that clerks
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Appendix one: Table explaining the job content of the roles selected by the
advisory group as potential matches with the role of clerk (for illustrative
purposes only)

Role Job Description

This individual would be a senior member of the administrative
team, “providing administrative and organisational services to

Administrator 3
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Appendix two: table outlining the knowledge, skills, responsibilities and demands of Administrator 3, Administrator 4 and
Business Manager 2 roles as outlined in the LGA model role profiles.

Factor Administrator 3 Administrator 4 Business Manager 2

Specialist knowledge of the

Development, management and .
range of theory and practice in

Implementation of a range of knowledge of a range of procedures, .
. . . . several areas gained from
procedures, including ICT and including ICT and systems . .
extensive experience and
Knowledge systems knowledge. knowledge. :
expertise.
Level 3 NVQ equivalent. Acquired through experience. Level . L
Qeq q . gnexp Equivalent to level 5 qualification
4 NVQ equivalent. .
or Diploma.
Skills for business and financial
planning, interpretation, and
development of procedures.
Carries out a variety of tasks within Ir_1vo|v_ing complex issues and
set frameworks; requires creative Same as Administrator 3, with situations.
. skills for e.g. developing ... amendment to analytical skills,
Mental skill . . . . .
procedures. Analytical skills for including interpreting data and
monitoring and analysis of complex information.

information and data.
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Interpersonal and

Communication Skills

Communicates with internal and
external stakeholders and deals with
a range of issues.

Same as Administrator 3.

40

Advises, leads and negotiates on
behalf of the school. Requires
highly developed communication
skills to deal with a range of
iSsues.









Appendix three table outlining the agreed matrix for comparing the role of the clerk to
other support roles in schools, using the NJC-JES as a guide.

Role title

Clerk to the Governing Board
Purpose of the role (job statement)

To provide guidance, advice and effective administration to support the governing board
of a school and its committees.

Responsibilities

Key duties:

Provide advice to the governing body on governance, constitutional and
procedural matters.

Provide effective administrative support to the governing body and its
committees.

Ensure the governing body is properly constituted.

Manage information effectively in accordance with legal requirements.
Develop and maintain effective professional working relationships with those
governing and executive leaders and contribute to the coordination of effective
learning and development opportunities for those involved in governance.
Keep up to date with current educational developments and legislation affecting
school



Interpersonal and
Communication Skills

Physical skills

Initiative &
Independence

Physical demands

Mental demands

Emotional demands

Responsibility for
People Wellbeing

Responsibility for
Supervision

Responsibility for
Financial Resources

Responsibility for
Physical and
Information Resources

Working conditions

Has the ability to effectively communicate, both verbally and in
writing with the chair, governing board, headteacher and other
members of staff, as appropriate. This includes providing advice
where required and facilitating and supporting effective
relationships. Engaging with third party organisations (e.g.
National Governance Association).

Precise keyboard skills and professional notetaking required.

Confidence, discretion and initiative to provide advice to the
governing board, knows where and how to seek external
support, keeps own knowledge up-to-date. Draws matters to
the chair’s attention where required and proposes
recommendations. Independent management of own
workload.

Requires normal physical effort, with some need to sitin a
constrained position to write notes during board meetings.

Concentration required throughout governing board meetings
and other areas of the role. Must meet tight deadlines and be
responsive.

Exposure to difficult or emotionally demanding situations is
infrequent.

Direct contact is generally incidental to the main job duties, but
indirect responsibility for developmental and educational
wellbeing of governing board and pupils through advice. °

Assist the chair in contributing to the coordination of effective
learning and development opportunities for those involved in
governance, including induction and continuing professional
development. Influence and aid the board to make effective
decisions.

No financial responsibilities.

Development and maintenance of a wide range of records and
information systems with regard to appropriate levels of
information security in line with legal requirements. Must be
able to maintain confidentiality.

Work is normally carried out in a business environment and
may require some home working.
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