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Executive Assistant 
to the Head

Job Description

The Executive Assistant to the Head provides support to the Head, managing and organising her diary and assisting her in the day-to-day running of the School. The Head’s EA also acts as a first point of contact for the Head both within and outside the school and to provide administrative and organisational support to the Head, in order to ensure the effective leadership and management of the school. 
			
FROM: 		    	May 2023

LINE MANAGER: 	    	Head

Working hours: Term time only plus ten days

Salary: A highly competitive salary for the right person, commensurate with qualifications and experience
 
	Main Responsibilities:

· Provide executive level and administrative support to the Head
· Manage and organise the Head’s diary and schedules
· Manage the Head’s communication with all members of the school community and outside individuals and agencies, and representing the Head at all times
· Receive and respond to correspondence on behalf of the Head
· Organise, attend and minute key meetings, both internal and external
· Organise events to support marketing and other school functions as required
· Manage staff recruitment
· Work with the Head and Senior Team on HR matters and issues
· Work as part of the Support Staff Team and be responsible for a variety of administrative duties related to the school 
· Provide some administrative support for the Senior Team, as required
· Take on other appropriate roles and duties as and when directed by the Head.


Duties will include:

· Organising the Head’s diary and schedules
· Dealing with incoming email, and post, and corresponding on behalf of the Head when appropriate
· Dealing with telephone calls, enquiries and requests, and handling them as appropriate 
· Meeting and greeting visitors 
· Organising events such as staff meetings and ensuring all aspects of the event are prepared, to include arranging catering, venues, IT equipment etc. 
· Communicating with staff on behalf of the Head
· Managing recruitment, placing advertisements, collating applications, organising interview schedules, be the first point of contact for applicants, collect references and ensure all correct checks and references have been collected for successful applicants
· Taking notes at the weekly staff briefing and sending them to Staff
· Taking minutes in meetings as required 
· [bookmark: _GoBack]Assisting with the organisation of whole school events such as Carol Concerts, Founder’s Day, Year 13 Leavers Day etc. to include liaising with venues such as St. Jude’s Church and the Free Church, caterers and the Site Team as appropriate
· Assisting with the administration of public examinations results
· Organising and attending meetings and ensuring the Head is well-prepared for meetings by preparing documents as required
· Liaising with clients, suppliers and other staff
· Devising and maintaining office systems, including data management, filing, etc.
· Arranging travel and accommodation for the Head, booking conferences etc.
· Keeping staff lists updated.
The following responsibilities may be included in the scope of the PA's role: 

· Assisting the Reception as required, which may include working on Reception in times of staff absence
· Assisting the Sixth Form team with the checking and administration of UCAS applications from an administrative perspective
· Working with the School Business Manager and other members of the Support Staff on administrative projects and tasks such as school lettings, school events etc.
This job description may be amended at any time following discussion between the Head and the post holder. 


Person Specification

Essential

· Communication skills: the ability to make points clearly and understand the views of others, outstanding written and spoken English and to be able to write formal, professional business letters of a very high quality. An excellent telephone manner
· Organisational skills: To be extremely efficient, well organised, punctual and reliable, including the ability to prioritise tasks, to be calm and work effectively and accurately under pressure
· IT skills: excellent IT skills to include Microsoft Office, Outlook, PowerPoint and possibly Excel and Publisher. To be able to use Information and Data Management Systems
· Strong interpersonal skills and the ability to work collaboratively with others
· Professional skills: to be highly professional in manner, appearance and dress
· The ability to handle sensitive situations with discretion, tact and diplomacy 
· To be decisive and to act with confidence when the office is very busy or if there is a school emergency
· To show an ability to maintain confidentiality at all times
· The ability to work with a wide variety of people 
· High levels of planning and foresight
· The ability to work on own initiative and prioritise effectively
· To be reliable, punctual and resilient. 

Desirable

· Experience in a school or college environment
· Higher Education qualifications such as a Degree or equivalent
· EA/PA/administration training/qualifications
· IT training/qualifications.
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