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Job Description
	Post:
	Executive Assistant 


	Accountable to: 
	Headteacher


	Contract:
	Permanent, Term-time plus two weeks i.e 41 working weeks per year


	Salary:
	Stratford School Academy Support Staff Scale 18-23 (point of scale dependent on experience)


	Overall purpose of job: 
	To provide high-quality administrative and organisational support to the Headteacher. The postholder will ensure the efficient administration of the Headteachers workload, oversee the academy's policy framework, coordinate the Headteachers governance activities and contribute to the smooth running of the Academy.

The role requires excellent organisational skills, discretion, attention to detail, and the ability to work effectively with senior leaders, trustees, staff, parents and external stakeholders.




Key Responsibilities
Headteacher Support
· Provide comprehensive administrative support to the Headteacher
· Manage diaries, appointments, meetings and correspondence for senior leaders.
· Prepare agendas, reports, presentations and meeting documentation.
· Coordinate school events, leadership meetings and strategic planning activities.
· Support the implementation and monitoring of academy priorities and improvement plans.
· Maintain confidential records and ensure compliance with GDPR requirements.

Policy Management
· Maintain the academy's policy schedule and review calendar.
· Coordinate policy reviews with senior leaders.
· Ensure policies are updated, approved and published in line with statutory requirements.
· Maintain version control and accurate records of policy approvals.

Administration and Compliance
· Maintain accurate records, databases and filing systems.
· Assist with audit preparation.
· Manage incoming correspondence and ensure actions are directed appropriately.
· Act as a professional point of contact for trustees, senior leaders, external agencies and visitors.

Governance and Trustee Support
· Support the annual cycle of trustees’ meetings.
· Act on agendas, minutes and meeting papers within agreed timelines.
· Assist trustees in accessing relevant information and documentation.
· Support engagement activities involving trustees

General Responsibilities
· To comply with all the policies and procedures of the Academy.
· Attend all training identified as being appropriate to the post by the Academy.
· Attend team and staff meetings.
· Be committed to safeguarding and promoting the welfare of children and young people and to follow the relevant policies and procedures.  
· Uphold the Academy’s disciplinary rules and staff code of conduct.
· Follow the Academy’s health and safety requirements.  
· Contribute to the maintenance of a caring and stimulating environment for young people.
· Always act in accordance with the statutory frameworks that set out how the Academy must operate.
· Carry out any other reasonable duties within the scope of the post as directed by the Headteacher or other senior manager.

Safeguarding Statement
Stratford School Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be required to undergo an enhanced Disclosure and Barring Service (DBS) check and all pre-employment checks in accordance with Keeping Children Safe in Education guidance.

Equal Opportunities Statement
Stratford School Academy is committed to equality of opportunity and welcomes applications from suitably qualified candidates regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.
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	Signature of Post holder:
 
	

	Signature of Headteacher: 
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