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JOB DESCRIPTION

  JOB TITLE: 	 Executive Assistant to CEO
	
CONTRACT TERM:  
	
Permanent

	SALARY:
	NJC Pay Scale Points 22 – 30 (£31,364 - £38,223 FTE, pro-rated to £28,871.99- £35,186.01)

	CONTRACT TYPE:
CONTRACT HOURS:  
	37 Hours (Term-time only plus 3 weeks directed holiday cover)
8.00 am – 4.15 pm Monday to Thursday
8.30 am – 2.30 pm Friday
30 Minute Break (Unpaid) 
Variable hours as required by the CEO

	START DATE:
	As soon as possible

	RESPONSIBLE TO: 
	Chief Executive Officer  



SAFEGUARDING
The Smith Foundation has an effective child protection policy which provides clear direction to staff and others about expected codes of behaviour in dealing with safeguarding issues.  The Foundation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. The successful candidates will be subject to an Enhanced Disclosure & Barring Service background check (you are applying for a position working in regulated activity). The Foundation is also committed to promoting the spiritual, moral, social and cultural development of both students and staff and reflects life in Modern Britain.

PURPOSE OF JOB:

The Executive Assistant will provide high-level, confidential administrative and strategic support to the CEO/Executive Principal. This role requires a proactive, organised, and detail-oriented individual who can manage multiple priorities and handle sensitive information with discretion. The successful candidate will be a key player in the smooth operation of the Foundation, acting as the right hand to the CEO/Executive Principal and ensuring that their time is optimised and strategic objectives are met.

SPECIFIC AREAS OF RESPONSIBILITY:

Administrative Support:

· Manage the CEO/Executive Principal’s calendar, scheduling meetings, and coordinating travel arrangements.
· Prepare meeting agendas, attend meetings, take minutes, and follow up on action items.
· Draft, review, and manage correspondence, reports, and presentations.
· Handle all forms of communication, including emails, phone calls, and written correspondence on behalf of the CEO/Executive Principal.




Strategic Support:

· Assist in the development and implementation of strategic initiatives and projects across the Foundation.
· Conduct research and analysis to support decision-making processes.
· Monitor progress on strategic goals and provide regular updates to the CEO/Executive Principal.
· Collaborate with senior leadership to ensure alignment of operational activities with the Foundation’s strategic objectives.

Relationship Management:

· Act as a liaison between the CEO/Executive Principal and internal/external stakeholders, including Governors, Trustees, donors, staff, and partners.
· Organise and coordinate high-level meetings and events, ensuring professional representation of the Foundation.
· Build and maintain relationships with key stakeholders to advance the Foundation’s mission.
· Project Management
· Lead and manage special projects as assigned by the CEO/Executive Principal.
· Coordinate cross-departmental teams to ensure projects are delivered on time and within scope.
· Track project milestones and deliverables, reporting on progress to the CEO/Executive Principal.
· To work and liaise closely with Governors and Trustees and attend meetings 

Confidentiality and Discretion:

· Handle sensitive information with the utmost discretion and confidentiality.
· Maintain the highest level of professional integrity in all interactions and communications.


OTHER SPECIFIC DUTIES

· To participate in the Foundation’s programme of performance management.
· Understand their professional responsibilities in relation to the Foundation’s policies and practices.
· To participate in whole Foundation training days.
· To ensure your Essential Training/Reading is kept up to date as well as any CPD relevant to the role.
· To work across all Foundation sites as and when required by line management. 
· To undertake such other duties appropriate to the post as may from time to time be required to ensure the smooth and efficient running of the Foundation.

Review:   
This Job Description will be subject to review and may be amended at any time after consultation with you.


Signed: ……………………………………………….…………		Date: …………………………………
                 	Executive Assistant to CEO


Signed: ………………………………………………….			Date: …………………………………            	
            	Chief Executive Officer (CEO)
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