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Executive Assistant – Term time + 4 weeks
Job Description

Responsible to:
Commercial Director via the Head

Remuneration:
Band 2 position on the Rishworth Pay Scale, with salary set according to experience and qualifications within RW10 (£29,173.00 FTE) to RW15 (£32,209.00 FTE).

Hours:
Part-time, permanent position.
Monday to Friday, 08:00–16:45, term time only plus 4 weeks.

Role Overview

The Executive Assistant (EA) provides essential administrative and logistical support to the Head and Commercial Director, ensuring the effective coordination and smooth running of Rishworth School. The role also includes administrative responsibility for supporting an external clerking agency and liaising with the School’s Governors.
The EA will work closely with the Senior Leadership Team (SLT) and the wider Business Support Team, contributing to the efficient back-office operations of this busy school. A high level of professionalism, discretion, collaboration, and common sense is essential.
The successful candidate will have a minimum of two years’ PA experience in a business setting (not necessarily within education), be highly motivated, and enjoy working in a dynamic environment.

The ideal candidate will:

· Be aligned with the School’s aims, ethos, and Christian foundation
· Value an international, all-round co-education
· Demonstrate strong IT skills and adapt quickly to change
· Provide outstanding administrative support and be able to guide and train others
· Represent the School professionally as a credible ambassador
· Communicate effectively with staff, parents, Governors, and external stakeholders
· Maintain excellent telephone manner, interpersonal skills, and attention to audience
· Work effectively as part of a team with integrity, humour, and resilience




Key Responsibilities

1. Executive Support
· Manage the Head and Commercial Director’s diaries, schedules, priorities, and travel arrangements
· Act as gatekeeper, managing in-person, telephone, and email enquiries with tact and professionalism
· Monitor email inboxes, responding or progressing matters as appropriate
· Prepare reports, research information, and support project work
· Draft correspondence, documents, and communications as required
· Maintain confidential filing systems (digital and hard-copy)
· Ensure preparedness for inspections, including ISI requirements
· Support the Senior Leadership Team through proofreading, letter writing, content creation, questionnaires, and website updates
· Organise internal and external meetings, take minutes, and ensure follow-up actions
· Assist with events planning and attend key events such as Open Days or Parents’ Evenings
· Maintain and update internal documents, handbooks and policies
· Oversee and update the School calendar, coordinating termly calendar meetings
· Use the school database to access, update, and maintain student records
· Support recruitment administration for staff and students, including arranging tours
· Collaborate with the Receptionist to ensure telephones, visitors, and deliveries are managed efficiently

2. Governance Support
· Act as a primary administrative link between the School, Governors, and external clerking service
· Coordinate dates, logistics, and documentation for Board and Committee meetings
· Ensure timely submission of SLT reports to the clerking service for circulation
· Maintain Governor visit records, attendance logs, and training records
· Organise annual Governor reviews with the Chair of Governors
· Manage the Governor skills audit and scheduling of training, seminars, and webinars
· Maintain the Governors Hub, ensuring documents are updated promptly
· Support the recruitment, induction, and onboarding of new Governors
· Arrange ad hoc Governor meetings as required
· Plan the annual programme of Board and Committee meetings with Chairs
· Timely circulation of meeting minutes
· Monitor the Clerk to the Governors inbox and flag actions required
· Produce minutes for Sub-Committee meetings
· Ensure meeting rooms, IT requirements, transport, and refreshments are arranged in advance

3. Reception and Communication
· Share responsibility for front-of-house duties, including answering phones, greeting visitors, and handling deliveries.
· Facilitating communication between the school, parents, and other stakeholders in a professional and empathetic manner.
· Work closely with the Receptionist to ensure consistent coverage and a welcoming environment.
· Answering calls in a timely and systematic fashion following the guidance which will be provided.
· Providing administration support to all back-office functions, this may include but is not limited to the following: 
· Clerical tasks 
· Preparing promotional packs and other admissions-related materials.
· Filing – daily pupil information.
· Help with arrangements for tours of School or visitors, e.g. reserved parking signs.
· Typing and other clerical tasks for senior staff.
· Diary management for the Bursar
· Handle day-to-day administrative tasks including scanning, filing, shredding, printing, ordering, and general office upkeep
· Maintain confidentiality and data integrity at all times
· Undertake any other reasonable duties as requested by the Head or Commercial Director
· Demonstrate flexibility in line with the academic calendar



Note:
The duties of this role may change to meet the evolving needs of the School. Any significant adjustments will be discussed with the postholder wherever possible.

Person Specifications: 

	Essential Skills/Experience
	Highly Desirable

	Qualification - Relevant experience and up to date qualifications and demonstrable continued professional development
	Experience - Knowledge of Independent School Management Information Systems (MIS) software packages - the School currently use iSAMS

	Microsoft Packages – a high level of capability and experience working with the Microsoft package suite. Touch-typing or equivalent to 60 words per minute is essential. 
	Demonstratable experience - Experience of working within high demand environments.
Excellent time management skills
Possess a positive mind-set with a can-do attitude

	Communication – the ability to write and deliver messages that are clear, convincing and inspiring; an appreciation of how to use different media to best effect with different audiences

	People Relations – the ability to build and sustain relationships with diverse individuals at different levels; warm, welcoming and approachable with a good sense of humour


	Engagement – understanding and belief in the aims and ethos of independent boarding & day education

	Creativity – the ability to adapt to new situations and address problems from new perspectives


	Reliability – attention to detail, deadlines and budgets; persistence in following through projects.
Confident to act on own initiative and be self-motivated Collaborative, positive, naturally ‘customer’ focussed, tactful and patient
	Confidentiality - the ability to stay calm and cope with the unexpected applying absolute discretion, reliability and understanding of the private nature of data

	Passion and commitment – for the School, to see it succeeding in every aspect

	Flexibility – not every task or activity within a school fits neatly into a standard work day pattern, so the post holder will need to ensure that things that need to be completed are done; attend certain events that may not fit into the standard working day, and have an interest in supporting the broader life of the School 







Terms and Conditions of Employment
All employees of Rishworth School are responsible for promoting and safeguarding the welfare of children and young persons and must adhere to and ensure compliance with the School’s Child Protection Policy. If in the course of carrying out the duties of this post, the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the School, this must be reported to the Designated Safeguarding Lead or his/her Deputy. Candidates must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Criminal Records Bureau, in accordance with the Children Act 1989.



Signed on behalf of the School	Signed by EA to the Head


___________________________________	___________________________________

Name:	__________________________	Name:	__________________________

Position: __________________________		

Date:	__________________________	Date: 	__________________________
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Note: To be read in conjunction with the ‘Rishworth School Curriculum Plan’, which is an appendix to this
Policy. The Heathfield Curriculum Policy also forms an appendix to this policy.

1. Rishworth Curriculum
1.1. Rishworth sees the academic curriculum

three main ways:

as a means to an end, the 'means’ being the nourishment and stimulus which

subjects of study provide; the 'end being the intellectual, moral, spiritual,
social, personal and physical growth, and eventual blossoming, of each child;
b. as a blend of elements which, singly and aggregately, are of intrinsic interest
and worth;
25 a preparation for fulfilment in future life - not only at work but also, more
broadly, in society at large.

1.2. it follows, that, whilst we embrace the spirit of the National Curriculum - and in
many ways go well beyond it in scope - we cherish and exercise our freedom as an
Independent school not to adhere to it in every detail. We find that such latitude
enables us to meet better the needs of individual pupils. The curriculum is regularly
reviewed to ensure it remains pertinent to pupils’ needs and to the world at large.

1.3. In accordance with ISI requirements, we provi

full-time supervised education for pupils of compulsory school age (as well as
for those who are younger and older), which gives pupils experience in
linguistic, mathematical, scientific, technological, human and social, physical,
and aesthetic and creative education;
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