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Introduction to the College of West Anglia 

“Changing lives through learning” 
 

The College of West Anglia is one of the largest colleges in the eastern region.  Currently 
there are around 750 full time and part time staff and a student cohort of approximately 7,000.  
The college turnover was £28 million in 2020/21. 
 
In January 2019, the college was inspected by Ofsted (Government inspectors of teaching) 
and was graded as “GOOD”.  The college offers a wide range of academic and vocational 
courses across all programme areas.   
 
The college serves a mainly rural catchment area covering the counties of Norfolk, 
Cambridgeshire and South Lincolnshire. The main campus is in King’s Lynn – an historic 
market town with a population of around 40,000.  There are two other campuses located in 
Cambridge and Wisbech.   Landbased curriculum (Equine and Animal care) is offered at our 
Cambridge campus. The Wisbech campus offers a general further education experience. The 
college works in partnership with the local leisure centre in King’s Lynn and has a designated 
Sports Campus which operates from there. 
 
The college has completed a number of major building projects at all 3 campuses, investing 
over £50m over the last decade, including a £7.5m new build / refurbishment at the Wisbech 
campus and a £6.5m new build University Centre building at King’s Lynn campus. In 2022 the 
College opened its new School of Nursing Studies facility at King’s Lynn at a cost of £1m.   
The College has been very successful in attracting capital funding grants and now has some 
of the best facilities in the sector.  
 
The college has strong working partnerships with local schools with a cohort of 14-16 
students attending each year.  Employer Responsive activity includes work-based learning 
provision and offsite employer training delivery.  The large employer training offer includes 
apprenticeship programmes, short bespoke courses and work-based assessment.   
 
Whilst being primarily a further education college, higher education (HE) is delivered in 
curriculum in partnership with Anglia Ruskin University.  This provides opportunities for HE 
courses from HNC up to degree level. HE is offered at the King’s Lynn and Cambridge sites.     
The college also delivers teaching qualifications through The Learning Practice. 
 
The college is committed to ensuring equality of opportunity to all learners, clients and 
employees.  It is also committed to acknowledging the diversity of society in which it works.  
The college takes a positive approach to the provision of opportunities for disabled students 
and staff, with facilities being constantly reviewed and improved.  The college is part of the 
Positive about Disabled People programme. 
 
The college is led by a Board of Governors comprising members from local industry, public 
bodies, councils, staff & students, who serve on various committees with no remuneration.  
The Board determines the college’s direction in terms of strategy, mission and finances.  The 
Chair and Board is supported by a Governance Lead.  An Executive (Senior Management 
Team) comprising the Principal, two Vice Principals and two Assistant Principals lead the 
college.   

 



 
JOB DESCRIPTION 

 
 
Post Title:  Head of Governance 
Reporting to:  Chair   
Base:   King’s Lynn 
Liaising with:   Principal, Board Members 
 
 
Main Purpose 
 
To ensure that the Board is operated in a way that conforms to the Instruments and 
Articles of Governance and the highest standards of probity in public life. 
 
Outline of the Post 
 
The purpose of the role is to ensure effective governance of the college. 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, rules and 
regulations made under the Articles, the relevant Education Acts (as modified or replaced 
from time to time) and the general law. The post holder is accountable to the Board, 
through the Chair, on all matters relating to his or her duties as an officer of the Board 
and supports the Board and its members in evaluating their effectiveness and gives 
advice on developments within the sector.  The main accountabilities of the role are listed 
below and identifies the level of responsibility at which the post holder will be required to 
work.  The post holder is required to minute all Board and key committee meetings, the 
majority of which take place on a Wednesday morning. 
 
The hours for this post are 30 hours per week over 52 weeks.  Some flexibility is 
expected in this role, especially over busy periods, and when additional hours are worked 
these may be taken back at a quieter time (TOIL – time off in lieu).  Flexible working, 
including some working from home will be possible in this role. Due to operational issues 
the post holder is required on site on Tuesdays and Wednesdays when on-campus 
meetings usually take place.  Regular liaison with the Chair, Principal and other 
managers/staff will be required at other times through attendance on-campus or via MS 
Teams. 
 
The post attracts 30 days holiday, plus 8 bank holidays and 5 concessionary days, noting 
that holidays should not be taken when scheduled meetings are held and are pro-rata for 
part-time staff.  
 
Main Accountabilities  
                    

1. Advising and supporting the Governing Body and its committees on the proper 
exercise of their powers and on the application of all legislation affecting its work. 

2. In consultation with the Chair and Principal planning the forward programme of 
meetings of the Governing Body and its committees and preparing and 
dispatching agendas and papers.  Meeting planning to include room bookings, IT 
presentation equipment, car parking arrangements, catering etc 



3. Either in person, or by delegation to a named individual, attending all meetings of 
the Governing Body and its committees, giving advice on procedure at such 
meetings and preparing draft minutes of the proceedings. 

4. Holding the College Seal and preparing documentation to be executed under the 
Seal. 

5. Ensuring compliance with the law as regards public access to governors’ papers. 
6. Making arrangements for the safe custody of the official record of the Governing 

Body’s business. 
7. Drawing up for approval, and keeping under review, standing orders for the 

conduct of business of the Governing Body and its committees. 
8. Maintaining a record of the membership of the Governing Body, notifying it of any 

vacancies, making arrangements for staff-governor elections.   
9. Monitoring and reporting governors’ attendance at meetings and raising any 

concerns with the Chair in a timely manner.  Notifying any governors whose 
membership lapses as a result of non-attendance or who becomes disqualified for 
some other reason.  

10. Leading on the recruitment, induction and training of governors.  Preparing and 
presenting training/briefing topics to governors at business meetings or during 
specific training sessions. 

11. Monitoring Board composition to ensure it comprises the appropriate balance of 
skills, knowledge, experience and diversity. 

12. Making full use of information and learning technology (ILT) within the post and 
actively promote its use by governors. 

13. Giving support to the Chair of Governors, to Chairs of committees and to 
individual governors as required administratively.  Acting as correspondent for the 
Board as required. 

14. Maintaining a code of conduct for the Governing Body and a register of the 
financial and personal interests of governors and advising governors on 
declarations of interest. 

15. Maintaining Board information published on the college website. 
16. Taking appropriate action if and when the Governing Body, its Chair or one of its 

committees appears to be at risk of acting outside their powers or to be proposing 
actions that may be unlawful. 

17. Leading the preparation of self-assessment reports associated with governance 
and Inspection. 

18. Supporting the Board in commissioning, preparing for and responding to the 
requirements of triennial External Governance Reviews. 

19. Liaising with, and providing governance information as required, to the college 
auditors, regulators, Ofsted and other such authorities as necessary. 

20. Preparing the Statement of Corporate Governance and Internal Control report, on 
behalf of the Board, for inclusion in the annual financial statements. 

21. Preparing and maintaining the annual strategic plan monitoring dashboard. 
22. Liaising between the college and governors regarding events, such as student 

awards, staff awards, graduation ceremonies, exhibitions and the annual Chair’s 
dinner. 



23. Promoting safe and healthy working practices, applying and complying with health 
and safety regulations. 

24. Following and complying with college safeguarding and child protection 
procedures. 

25. Attending Clerks’/Governance Professionals’ network meetings, governance 
conferences etc as organised by the AoC and other such organisations, which 
may involve changing working hours in order to be able to attend.   

26. Participating in training and development activities as appropriate.  Maintaining 
high levels of personal professional development, ensuring the postholder is 
always up to date with the latest guidance and has the level of training needed to 
deliver the role of a professional governance officer. 

27. Attending team, department and college meetings as required.  
28. Accurately recording hours worked to aid monitoring of performance and workload 

and for use when requesting TOIL (time off in lieu). 
29. Ensuring confidentiality is maintained where required and compliance with Data 

Protection regulations and policy. 
30. Ensuring sufficient independency from the governors and management of the 

college. 
31. Undertaking other such work as may be required from time to time by the Chair or 

Principal consistent with the duties and grading of the post. 
 

Other features of the Post: 
 
This job description is not exhaustive but is provided to give the post holder an indication 
of the range of activities, duties and responsibilities concerned with the employment and 
may be subject to review and revision at any time at the discretion of the Corporation if, in 
the interest and efficiency of the service, it should be deemed necessary. 
 
 

Prepared By:    Received By: 
 
  ..............................................   ..............................................  
 
  Date:     Date: 
 
  …………………………………            ………………………………… 
 
 
 
 
 
 
 
 
 
 
 
 
 



PERSON SPECIFICATION 
 
Please note that candidates will be shortlisted for interview based on the below 
specification and should therefore bear this in mind when preparing their application and 
completing the application form.   
 
Criteria will be assessed at different points of the selection process.  The Assessment 
Stages are:-   A = Application   I = Interview   P = Presentation    T = Test 
 
 
 ESSENTIAL PREFERRED ASSESSMENT 

STAGE 
QUALIFICATIONS • NVQ Level 3 

Business/Admin 
or equivalent. 

• Level 2 English 
and Maths (GCSE 
A*-C) or 
equivalent. 

• Management 
qualification. 

• Professional 
Governance 
qualification. 

• Evidence of 
significant and 
continuous 
professional 
development. 

• A 

EXPERIENCE • Preparing 
structured reports. 

• Proven 
experience of 
providing advice 
and guidance on 
governance 
matters within the 
FE sector and / or 
other 
organisations. 

• Governing 
body/company 
secretary role 

• Interpreting legal 
guidance 

• Further 
education 
environment 
 

• A/I/T 

PERSONAL 
QUALITIES 

• Discretion and 
tact. 

• Ability to influence 
and persuade. 

• Ability to act with 
integrity & 
impartiality. 

• Ability to operate 
flexibly and 
independently, 
using own 
initiative. 

• A positive, 
confident and 
highly motivated 
attitude. 

• The continuous 
pursuit of high 
standards and 
excellence in all 

 • I/P 



services provided. 
• A commitment to 

ensuring that 
everyone 
associated with 
the work 
undertaken is 
valued, motivated 
and encouraged. 

• The promotion of 
high professional, 
moral and 
personal 
standards in all 
aspects of the 
institution, 
subscribing to the 
Nolan Principles 
and those of the 
FE Code of Good 
Governance for 
Colleges. 
 

SKILLS & 
COMPETENCIES 

• Ability to develop 
and maintain 
excellent working 
relationships with 
a range of 
stakeholders. 

• Excellent 
organisational and 
time management 
skills with the 
ability to organise 
and plan own 
work, identifying 
conflicting 
demands, 
establishing clear 
priorities and 
delivering 
objectives on time. 

• Strong attention to 
detail. 

• Minuting meetings 
• IT skills – Word, 

Excel, Powerpoint, 
internet, email, 
Microsoft Teams, 
Adobe Acrobat 
Pro 

• Planning 
• Report writing 
• Communication – 

• Ability to collate, 
format and 
produce high 
quality meeting 
papers using in-
house styles 
within tight 
timescales. 

• Extensive 
knowledge and 
understanding of 
effective 
corporate 
governance 
arrangements 
within a further 
education 
environment and 
/ or charity 
sectors. 

• Extensive 
knowledge of 
regulatory 
framework within 
which Boards 
operate. 

• A thorough 
understanding of 
the challenges 
presently facing 
the educational 

• A/I/P/T 



verbal & written 
• Preparing & 

presenting 
briefing/training 
topics 

• Ability to develop 
and implement 
innovative 
solutions 

sector. 

OTHER 
REQUIREMENTS 

• Ability to work 
flexibly 

• Ability to travel 
• Ability to maintain 

confidentiality and 
act with discretion 
and diplomacy. 

• Ability to work 
safely with 
children and 
vulnerable adults 

 

 • I 

 
 



Benefits: 
• Excellent pension scheme(s) with employer contribution rate of 22.2% 

• Hybrid working arrangements, subject to agreement 

• Free parking on all sites 

• Access to a wide range of E-Learning and professional development 

• On-site nursery provision 

• Discounted gym membership 

• Cycle to work scheme 

• Access to hairdressing and beauty treatments in the college training salon 

• Access to the college training restaurant 
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