Job Description

	JOB TITLE:
	Executive Assistant to Senior Leadership Team

	
POSTHOLDER:
	

	SALARY/GRADE:
	£40 000 pa

	WORKING TIME/TERMS:
	40 Hours per week.

	
MAIN PURPOSE
	To provide high-level administrative and organisational support to the Head of School and Senior Leadership Team (SLT), and to act as Assistant Clerk to the Board of Management. The postholder will play a key role in ensuring the smooth and efficient running of the Head’s office, supporting school operations, events, and communications, and upholding the professional standards of Ruthin School.

	DIRECTLY RESPONSIBLE TO:
	Head

	LIAISING WITH:
	Head/Bursar/Senior Leadership Team/Board of Management/and all staff

	GENERAL RESPONSIBILITIES
	· To support and promote the school’s ethos and mission statement.
· To ensure a duty of care at all times to safeguard and promote the welfare of all students.
· To work within the school’s Health and Safety policy to ensure a safe working environment for all students, staff and visitors.
· To work within the school’s Equal Opportunities policies to promote equality of opportunities for all students and staff.
· To maintain high professional standards of attendance, punctuality, appearance, conduct and courteous, positive relations with students, parents, colleagues and visitors.
· To actively support and promote positive professional links across the School.
· To actively engage with the performance management process and continue with personal and professional development.
· To adhere to school policies and procedures as set out in the staff handbook and other documentation available.
· To attend SLT meetings where appropriate.

	MAIN AREAS OF RESPONSIBILITY

	EXECUTIVE SUPPORT 
	· Provide full administrative and executive assistance to the Head and the SLT, including diary management, document preparation, and filing systems (electronic and manual).
· Maintain and update the Head’s electronic diary, scheduling and coordinating meetings and appointments.
· Develop effective systems for the SLT to deliver effective whole school management – calendars, schedules and supporting documentation. 
· Programme oversight of school projects and events to inform SLT on progress, performance and decision making. This includes the delivery of the school sustainability goals, implementation of High Performance Learning and other key school projects. 
· Handle correspondence and communication on behalf of the Head, including responding to emails and telephone enquiries.
· Take accurate minutes of meetings and ensure timely circulation of agendas and action points.
· Arrange travel, accommodation, and conference bookings for the Head and other key staff members as required.
· Maintain strict confidentiality when dealing with sensitive information regarding staff, students, and school operations.
· Support school-wide events including open days, Board meetings, and community functions.

	ADMINISTRATIVE AND BUSINESS SUPPORT 
	· Support the SLT with general administrative tasks, including photocopying, printing, and preparing reports.
· Manage the expenses and claims relating to the Head and key SLT members.
· Collate statistical data using appropriate software and assist with reports as required.
· Contribute to the development of office systems to enhance administrative efficiency.
· Work closely with the School Office Manager to support whole school operations.

	
BOARD OF MANAGEMENT SUPPORT
	· Act as Assistant Clerk to the Board of Management, supporting the Clerk in the preparation of Board agendas, minute taking, and circulation of papers.
· Coordinate meeting arrangements, including room bookings, refreshments, and IT requirements.
· Maintain up-to-date records relating to the Board of Management, sub committees and its members.
· Prepare the reports required for submission to Galaxy Global Education Group.

	COMMUNICATIONS AND PUBLIC ENGAGEMENT
	· Act as the first point of contact for visitors and members of the public, providing a warm and professional welcome.
· Liaise with external agencies such as Estyn and support inspection preparation.
· Work with the marketing team to update the school newsletter and internal communications ensuring timely distribution to the wider school community.

	CONFIDENTIALITY
	· In the performance of the duties outlined in this Job Description, the post-holder will have access to confidential information relating to the school, staff and pupils. All such information from any source is to be regarded as strictly confidential. 
· Information relating to staff and pupils or the business of the school may only be divulged to authorised persons in accordance with the school policies and procedures relating to confidentiality and the protection of personal and sensitive data
· Ensuring compliance with the data protection legislation.

	HEALTH & SAFETY 
	The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the School Health & Safety Policy, to include:
· Using safe working practice guidelines within the workplace
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Maintaining work areas in a tidy and safe way and free from hazards Reporting potential risks identified
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	Other Specific Duties:
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
· Employees will be expected to comply with any reasonable request from management to undertake work of a similar level that is not specified in this job description.

	Conditions of Employment
	· The school is committed to safeguarding and promoting the welfare of its pupils and expects all staff and volunteers to share this commitment. 
· Support and encourage the school ethos and its objectives, policies and procedures, as agreed by the Management Board.
· All appointments are subject to an enhanced Disclosure and Barring Service (DBS) check. 
· All support staff posts are subject to the Asylum and Immigration requirements

	This job description is current at the date shown, however, in consultation with you, this may be changed by the Head to reflect or anticipate changes in the job commensurate with the salary/grade and job title. The job description will also be reviewed annually.





Person Specification 

Formal Education & Qualifications
· a relevant degree or significant equivalent experience. (Essential) 
· Project Management qualification or significant equivalent experience (Essential)

Knowledge & Experience
· Proven experience in office management and managing office teams. (Essential)
· Experience of working closely with senior management and board members. (Essential)
· Understanding of the use of personal and sensitive data and GDPR. (Essential)
· Experience in the education sector (Desirable) 
· High level of IT literacy including significant and detailed knowledge and experience of Microsoft 365 and associated software (Outlook, Sharepoint, Onedrive, Word, Excel) (Essential)

Personal Attributes 
· Self Motivated – able to pick up any task quickly and effectively
· A high level of interpersonal and customer facing skills
· To have experience and enjoyment of a front-line position working with a variety of people. 
· Organised, proactive, an excellent team player, flexible and calm under pressure, to work collaboratively. 
· Discreet and tactful in all matters where sensitivity or confidentiality is critical. 
· Flexibility to work occasional weekends and evenings, if required. 
· The ability to organise tasks and systems in an efficient and effective manner. 
· The ability to remain calm under pressure, resolve problems and meet deadlines. 
· Possess a high degree of literacy to draft correspondence and respond to emails on behalf of the Head and SLT.
· Tactful, discreet and completely reliable.
