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Executive Assistant to the Head  
Job Description

Job Title:
Executive Assistant to the Head

Reports to:
Head, with the HR Manager overseeing day-to-day operational matters
Job Purpose:

To provide support to the Head in all operational aspects, working within a busy school environment. The Job holder will additionally provide support to the wider Senior Leadership Team in a number of areas, as outlined below.
The post is full-time, 37.5 hours per week. The job-holder should be in sympathy with the aims of the School, as part of the School community take general responsibility for promoting and safeguarding the welfare of children and young persons, and be a positive and helpful member of the School support team.
Main responsibilities:
Support for the Head:
1. Providing high-level administrative and secretarial support to the Head; 

2. Acting as ‘gatekeeper’ for the Head, being the main point of contact for staff, students and parents;
3.  Maintaining diary/travel arrangements;

4. Organising meetings for the Head, including recording and typing of minutes when required;

5. Maintaining Head’s Inspection documentation, ensuring updates are actioned in a timely manner, in preparation for ISI audit;  

6. Maintaining the School’s Development Plan information within SchooliP;

7. Administering the SLT appraisal process, liaising with the Head;
8. Undertaking market research, data analysis and report-writing as required.
Support for the Senior Leadership Team:

9. Acting as Secretary for the Senior Leadership Team (SLT) and a limited and reasonable number of Governor Committee meetings;

10. Undertaking and successfully delivering project work on behalf of the Head and/or SLT as requested;
11. Coordinating SLT internal communications.
Administrative Team Leader:
12. Identifying and overseeing CPD training needs for current staff, taking responsibility for ensuring that SLT’s needs are met;
13. Overseeing the recruitment and induction of new administrative staff, ensuring all training needs are identified and addressed;
14. Overseeing the workload and holiday/absence cover of the administrative team;

15. Organising regular communication meetings.
Other duties:

16. Liaising with HR on staffing issues, including recruitment of new staff;
17. Liaising with outside agencies/External Relations/Bursary/Governors/Deputy Heads/OWA as required.
To undertake additional duties as reasonably requested by the Head and SLT.  This is not an exhaustive list, and will vary as the School’s requirements change.  Flexibility regarding working hours may be expected from time to time, in consultation with the employee.
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Person Specification

Requirement






Essential/Desirable
Qualifications/Education/Training
· educated to Degree level






D
· typing skills/speed 50 words per minute





E

· shorthand or speedwriting






D

· relevant IT skills to include:                                                                       

E
Microsoft Office applications – Word; Excel; Outlook Calendar; PowerPoint



Experience

· experience of audio typing






D

· experience of mail merge






D

· previous experience of the use of iSAMS





D
· project management







D
Skills and competencies

· excellent listening, verbal and written skills




E

· high degree of accuracy







E

· plan, organise and prioritise effectively





E
· completer/finisher







E
· ability to use initiative and be proactive





E

· team player








D

· ability to influence







D

Personal Attributes

· high level of integrity and confidentiality 




E
· flexible approach to working hours





E
· ability to cope under pressure






E
· excellent interpersonal skills






E
· openness to learning and change





E
· positive attitude to personal development and training



E
Other

· current driving licence







D

