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Job description 

Governance Service Manager


	Department 
	Children’s Services

	Service 
	Education Strategy Service/The Governance Service

	Grade
	K

	Reports to
	Head of Service – Education Strategy Service

	Responsible for 
	The Governance Service

	Job reference
	GC5768 GR5401 MJ0979



	Job Purpose 

	The Governance Service Manager supports the Education Strategy Service to ensure the service operates within the legal and regulatory frameworks of Norfolk County Council, relating to school governance and delivering a traded service. 
The main purpose of the role is to lead and grow the traded governance service, ensuring high-quality delivery to schools and academies. The role involves strategic business development, financial oversight, customer relationship management and operational leadership, managing a team of governance officers and ensuring financial sustainability and growth. 
The Governance Service Manager plays a key role in aligning customer needs, strategic goals and objectives with decisions regarding service offer: partners and suppliers, organisation: people and processes, and business and digital initiatives. 


	Context 

	The Governance Service provides support, advice, training and clerking services for all schools at all phases. There are over 420 schools in Norfolk split into several geographical districts. 

The Governance Service is a fully traded service that supports mainly Local Authority Maintained School to deliver high quality governance by offering a wide range of support and training, advice, and clerking services. The work is mainly provided through annual subscriptions, but other work is commissioned and delivered through contracts.




	Accountabilities 

	To develop and implement a service development strategy that aligns with organisational priorities and supports service growth.


	Identify new business opportunities, partnerships and service innovations that are aligned to customer needs, monitoring trends and competitor activity to inform service development and strengthen the governance offer.


	To ensure consistent high-quality governance and clerking services across all geographical areas of Norfolk. Overseeing service standards, compliance and continuous improvement and implementing service enhancements using customer feedback.


	Oversee and manage all related service budgets ensuring value for money, income generation and expenditure control, and producing timely financial reports and forecasts.


	Build and maintain strong relationships with schools, governing boards, and both internal and external partners to promote the service.


	Drive service innovation using data and feedback to improve processes, enhance efficiency and deliver measurable impact. 


	Lead the design and implementation of digital platforms to modernise governance and clerking services, improve accessibility and enhance efficiency. 


	Ensure all governance and clerking practices meet statutory requirements, regulatory frameworks and best practice standards.


	Line manage Governance Officers, Supervisory Governance Professionals and the Finance Technician, providing coaching and mentoring, performance management and professional development opportunities.




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Proven experience in business development or service management
Good understanding of school/academy governance and traded services

Financial management experience, including budgeting and forecasting

Excellent leadership and team manager skills

Strong communication and stakeholder engagement abilities

Awareness of digital online services

Experience of working within local government or education sector 

Knowledge of governance legislation and best practice

Commercial acumen and experience in contract management

Marketing or promoting services

Excellent written and oral communication skills

Presents complex issues clearly 
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	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	A good understanding and experience of managing budgets, budget planning, monitoring and reporting processes.

Understanding of school governance structures and statutory requirements.

Understanding and practical experience of introducing or managing digital platforms to improve efficiency and accessibility.

Demonstrated experience of managing teams, performance appraisal and professional development.

Knowledge of building and maintaining relationships with customers, and both internal colleagued and external partners.

Evidence of working effectively with senior leaders to influence and deliver service outcomes.

Experience of ensuring consistent service quality. 
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	Qualifications
	Mandatory (ü)
	Indicative (ü)

	Degree level education eg Business Management, Public Administration, Education Leadership or Finance, or the equivalent professional experience.

Leadership/Management such as ILM or the equivalent.

Digital/IT qualifications eg short courses in digital design
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ü
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	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 

	
This role may include some working out of the normal office hours on occasion. 




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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