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Person Specification 
	Post:
	Executive Assistant



Qualifications
	Essential
	Desirable

	GCSE English and Mathematics (Grade 5 or above) or equivalent.
	

	Relevant administrative qualification or significant administrative experience
	



Experience
	Essential
	Desirable

	Experience of providing high-level administrative support to senior leaders.
	Experience of working within a school, academy or educational setting.


	Experience of organising meetings, preparing agendas and taking accurate minutes.
	Experience supporting governing bodies, trustees or committees.


	Experience of managing confidential information.
	Experience of compliance, governance or policy management.


	Experience of developing and maintaining administrative systems and processes.
	Experience of working with management information systems and governance platforms.


	Experience of policy administration and document management.
	

	Experience of working in a busy office environment with competing priorities.
	








Job related Skills and Abilities
	Essential
	Desirable


	Exceptional organisational and time management skills.
	

	Excellent written and verbal communication skills.
	

	Ability to produce accurate minutes and professional documentation.
	

	Strong attention to detail and accuracy.
	

	Ability to prioritise workload and meet deadlines.
	

	Ability to build positive professional relationships with a wide range of stakeholders.
	

	Ability to work independently and use initiative.
	

	Strong ICT skills.
	

	Ability to handle sensitive information with discretion and professionalism.
	



Job related Knowledge
	Essential
	Desirable

	Understanding of effective office administration practices.
	Understanding of academy governance structures.

	Knowledge of data protection and confidentiality requirements.
	Knowledge of education legislation and statutory school requirements.

	Understanding of governance principles and compliance requirements.
	Familiarity with school management information systems.


	Knowledge of Microsoft Office applications, including Word, Excel, Outlook and PowerPoint.

	







Personal qualities
	Essential
	

	Professional, reliable and trustworthy.
	

	Highly organised and proactive.
	

	Flexible and adaptable.
	

	Positive and solution-focused.
	

	Dedicated to supporting the academy's vision and values.
	

	Committed to continuous improvement.
	

	A commitment to the safeguarding of children
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