
                                                                                                                 

   
 

JOB DESCRIPTION 

Job Title:  Clerk to the Board & Company Secretary 

Reporting to:  Chair of the Board of Governors 
Contract:  Permanent, Part Time, up to 18 hours per week (open to flexibility)  
Salary:   Circa £58,000 pro rata, per annum depending on experience 

Last Updated:  October 2018 
 

Job Summary 

 
The Clerk to the Board and Company Secretary is responsible for ensuring that London Film 

School (LFS) is compliant with its corporate legal framework and for providing independent 

expert advice to the Board and the Association. 

The School is a Company limited by guarantee and a registered charity, hence the Board, 

which is the Governing Body as defined in the Articles of Association, is the Board of 

Directors of the Company and the Trustees of the Charity. The Association is the Company 

which was formed under the Memorandum of Association and whose affairs are conducted 

as detailed in the Articles of Association.  

Main Responsibilities 

The post-holder coordinates governance activities and provides advice to ensure that the Board 

and Associations’ business is organised, and that all related administration is carried out in a 

correct and timely manner, whilst in line with company law. They will facilitate and maintain 

effective working relationships with the Chair of the Board and the Association, Chairs of sub-

committees, the Director of the School, the School’s management team and Board members. 

They are a central point of contact for governance matters for staff and external stakeholders. 

Principal Duties: 

1. Provide expert support and advice to the Board and its sub-committees with respect to 

the Board fulfilling its responsibilities as the Governing Body.  

i. Be the technical expert to the Board, its sub-committees and its individual 

members in relation to their duties and responsibilities with reference to: 

• The Memorandum and Articles of Association  

• The Board’s Statement of Primary Responsibilities, Standing Orders, terms of 

reference, the Board’s policies and procedures   

• All relevant legislative requirements  

• The governance requirements of the Office for Students (OfS), the Charity 

Commission and other external bodies. 



                                                                                                                 

   
 

ii. Advise the Board if any proposed action exceeds the Board’s powers or is contrary 

to legislation or other requirements e.g. Office for Students, Charity Commission. 

iii. Provide and/or obtain appropriate legal or other specialist advice for the Board 

and/or its individual members regarding the conduct of Board business.  

iv. Ensure the Board and the School’s senior management is made aware of best 

practice in higher education governance, as advised from time to time by the 

Committee of University Chairs (CUC) or other appropriate bodies. 

v. Undertake research, collation and analysis of information to assist the Board and 

its individual members in the performance of their duties. 

vi. Deal with all correspondence relating to the Board and Committees and act as a 

reference point for all enquiries relating to the work of the Board. 

vii. Draw to the attention of the Board any conflict of interest, actual or potential, 

between any member of the Board and their role as a Governor.   

viii. Brief Board members, in particular the Chair of the Board and Chairs of sub-

committees and attend all meetings of the Board and its committees and ad hoc 

working parties. 

2. Fulfil the office of Company Secretary and to ensure and provide expert support and 

advice to the Association with respect to its role and responsibilities as the Company.  

i. Be the technical expert to the Chair of the Association and its individual 

members with respect to their duties and responsibilities under the 

Memorandum and Articles of Association and company law. 

ii. Provide and/or obtain appropriate legal or other specialist advice for the 

Company regarding the conduct of Company business. 

iii. Ensure that the affairs of the Association are conducted in accordance with the 

Memorandum and Articles of Association and company law. 

iv. Ensure that the statutory annual returns required by Companies House and the 

Charity Commission are returned by the due date and that Companies House is 

notified of changes to the membership of the Board within the stated limits. 

v. Fulfil any other duties in connection with the office of Company Secretary. 

3.  Manage and undertake the administration of the Board, sub-committees and Board-

related activities. Specific responsibilities include: 

i.  Responsible for setting agendas in consultation with the Chair of the Board, sub-

committee Chairs, the School’s Director and other members of the School’s 

management team as appropriate. 

ii.  Convene and attend all meetings of the Board and sub-committees. 

iii.  Circulation of agendas and papers. 



                                                                                                                 

   
 

iv.  Taking, agreeing and circulating minutes. 

v.  Monitoring and circulating relevant information about governance and the 

Board’s responsibilities. 

vi.  Planning the programme of meetings and establishing the annual cycle of 

business.  

vii.  Ensure high quality papers are drafted for the Board’s consideration.  

viii.  Ensuring that approved minutes and papers of the Board and its committees are 

made available for reference as required taking into account the need for 

confidentiality. 

ix.  Arranging for the advertising of vacancies for Board members, manage the 

subsequent selection process, and issue the letters of appointment to the Board.  

x.  Providing induction for new Board members and to identify and meet the 

training needs of all Governors; this will include personal delivery as well as 

seeking and securing external expertise.  

xi.   To ensure that the Board and its committees undertake regular reviews of their 

effectiveness and that action plans are created and maintained to implement any 

outcomes. 

xii. To ensure that public information about the Board is published and maintained.  

xiii. To maintain the Board’s Register of Interests.  

4. Manage and undertake the administration of the affairs of the Association. Specific 

responsibilities include: 

i.  Responsible for setting the business for General Meetings in consultation with 

the Chair. 

ii. Advising the Chair on the conduct of General Meetings.  

iii. Convening and attending General Meetings. 

iv. Circulation of notices and papers for General Meetings. 

v. Organising the rotation and election of members of the Governing Body. 

vi. Organising and recording votes of members in General Meetings, including proxy 

and postal votes.  

vii.  Organising and maintaining the record of members’ attendance at General 

Meetings. 

viii.  Taking, agreeing and circulating minutes of General Meetings. 

ix. Attending Termly Meetings of the members of the Association convened by the 

Director of the School.  

x. Developing and maintaining systems, processes and records for: applications to 

join the Association and to renew membership; the approval of applications to 

join the Association; the Register of Members of the Association; the setting, 



                                                                                                                 

   
 

payment and collection of subscriptions and fees for membership of the 

Association.  

General responsibilities applicable to all LFS staff 

• Understand and support the vision, mission and values of LFS; 

• Maintain awareness of your own and others’ Health and Safety, and comply with LFS’s 
Health and Safety policy; 

• Take appropriate responsibility for records held, created or used as part of your work 
for LFS (paper-based and electronic) as per the relevant data protection regulations.  

• Encourage team working and effective communication with colleagues. 

• Act as a representative of LFS and deal with LFS students, stakeholders and the public 
in a professional manner at all times. 

• Comply with LFS financial policies and practices as applicable. 

• Undertake other duties as may be reasonably requested of your post. 
 

This job description will be subject to review in the light of changing circumstances and is not 
intended to be rigid or inflexible but should be regarded as providing guidelines and 
accountabilities within which the individual works. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                 

   
 

PERSON SPECIFICATION 

Skills, experience and knowledge 

Essential (E) 

Desirable (D) 

A proven track record of successfully operating in a similar role, ideally in a not-
for-profit/higher education organisation 

E 

An understanding of the roles and responsibilities of Boards /Trustees in higher 
education providers, or similar organisations in the public/private sector 
(including the distinction between the role of the Board and those of the 
School’s management)  

E 

An understanding of the responsibilities of the Company Secretary and the 
relevant requirements of company law.   

E 

An appreciation of the Board’s responsibility for overall governance, strategic 
direction, performance monitoring, financial sustainability and risk 
management of the organisation, and for exercising appropriate accountability 
of the Director of the School (the Board’s primary responsibilities).  

E 

Ability to work to a high standard within a legal/compliance framework, with an 
in-depth understanding of the legal framework in which English higher 
education operates and the ability to source and implement relevant legislation 
and regulatory requirements.  

E 

Knowledge of governing body procedures in all the areas of its primary 
responsibilities, and experience of providing support to governors.  

E 

Knowledge of company procedures, and experience of providing secretarial 
support to a company.  

E 

Experience of committee management, including preparation of agenda and 
papers, and production of accurate and timely minutes of meetings.  

E 

A high standard of written and oral communication skills, including 
presentation and report writing skills.  

E 

Effective interpersonal skills with the ability to work collaboratively and deal 
with a wide range of internal and external contacts with tact and diplomacy, 
including professional advisers, lawyers, etc 

E 

Ability to pose testing questions and give independent advice in challenging 
situations to senior staff and governors, demonstrating appropriate self-
confidence and resilience. 

E 

Ability to work with high standards of personal integrity and to maintain 
working practices that ensure high levels of confidentiality where appropriate.  

E 

Excellent organisational and time management skills with the ability to 
prioritise effectively and adhere to strict deadlines.  

E 

Ability to work effectively on own initiative and under direction.  E 

A methodical and systematic approach with excellent attention to detail. E 

Qualifications  

A first degree or equivalent (e.g. ICSA)  E 

Governance related professional training/qualification D 



                                                                                                                 

   
 

Personal attributes  

Able to find pragmatic solutions, seek improvements, and adapt  E 

Positive “can do” attitude and willingness to support others where needed E 

Ability to multi-task and work in a fast-paced environment E 

Flexible and helpful attitude E 

Ability to work as a team member, including being flexible and supportive of 
other team members 

E 

 

The LFS is an Equal Opportunities Employer 

Please refer to LFS Privacy Policies (http://lfs.org.uk/privacy-policies) for details of the personal 
data that LFS holds and processes about staff, contractors and job candidates.  

 
ABOUT THE SCHOOL 

London Film School (LFS) is internationally celebrated for its commitment to film, craft 
excellence, innovation and creative freedom. The school is consistently rated as one of the 
top international film schools. We are recognised by Creative Skillset as a Centre of Excellence 
Film Academy.  

Currently located in Covent Garden, LFS is the oldest film school in the UK.  Deeply connected 
to local and international screen industries, we have alumni spanning the globe, and working 
in every part of the film industry.  Our students and alumni have won every major award in 
the screen industries, and we continue to foster and nurture the next generation of 
filmmakers. During 2017, films created at the school had over 200 festival entries, screening 
films globally. The list spanned Cannes, Venice, Tribeca, Clermont-Ferrand International Film 
Festival, The BFI London Film Festival, Edinburgh, Encounters, Oscars, and Sundance. 

With around 220 full-time students, from over 30 countries, we are a dynamic hub for high-
quality filmmaking activity, preparing creative storytellers for the world’s screen industries. 
We offer three full-time MA programmes, a PhD Film by Practice, and a full calendar of short 
courses. 

The School is committed to collaborative practice-based learning and produces over 180 films 
every year. The result is a dynamic and intensive film environment which creates global 
networks for life. Every role within LFS plays a key part in shaping future creative 
professionals, impacting on the future of the global creative industries. 

The School recently turned 60, and with a planned move to a new home, LFS is on the verge 
of a new chapter in its history. It’s an exciting time to join us. LFS is a non-profit educational 
charity with Greg Dyke as its Chairman of the Board and Gisli Snaer as its Director. 

http://lfs.org.uk/privacy-policies

