Job Description TO\ fE -

Executive Assistant LEARNING TRUST
Role: Executive Assistant

Responsible to: Principal

Based at: Stantonbury School

Hours: 37 hours per week, 42 to 52 weeks per year - negotiable

Grade: Grade J, points 33 to 37

Contract: Fixed Term 1st September 2026 to 31° Dec 2027 (in the first instance)

Job Context

Tove Learning Trust (TLT) is a multi-academy trust (MAT) with a small central structure and a large
amount of autonomy granted to its constituent schools.

Stantonbury School is the largest school in the trust with 1400 pupils and 200 staff. The most recent
Ofsted inspection judged the school to have met the expected standard in some areas but also
requires urgent improvement in others. This is a senior position and will include handling sensitive
and highly confidential material relating to the development and improvement of the school, raising
standards, liaison with external parties and government agencies and all levels of governance for
TLT.

Key Responsibilities

® To be the Executive Assistant to the Principal in terms of diary management, appointments,
meeting schedules and all operational organisations.

e Draft, prepare, proofread and circulate relevant documentation on behalf of the Principal
ensuring they are appropriate for the audience receiving them.

Job Description

1) To provide effective and highly efficient diary management for the Principal to enable them
to further the business of the organisation.

2) Lead in the setting of annual, periodical or spontaneous meetings, along with the
preparation, content and follow up and tracking connected to these.

3) Preparing ad hoc documents, arranging appointments and arranging general work schedules
to support the Principal in maximising their time.

4) To manage incoming emails and telephone calls on behalf of the Principal, highlighting
important items as necessary and draft appropriate responses to be signed off by or on
behalf of the Principal as required.

5) Support the Principal and PA with the collation, generation and publication of all school level
policies ensuring that all the statutory requirements are met including the compulsory
elements on the school website.

6) Provide project management and research support as requested or deemed necessary.

7) Oversee the outgoing communications from the school and ensure it is proofread, accurate,
ready and available for the Principal to share with relevant stakeholders.



8) Support the Principal with articulating and delivering the school’s growth plan, SEF and SIP
through the production of briefing reports, plans and summaries for consideration by the
Leadership team.

9) Act as a central point of contact between leadership and internal teams, improving
communication flow and internal task management across departments.

10) Maintain strict confidentiality when handling sensitive financial and employee information.

11) Use initiative and discretion to make critical or strategic decisions in the absence of the
Principal as appropriate.

12) Facilitate the production, monitoring and review of key documentation including the risk
register, AIB reports, Trust updates and school strategy documents.

13) Be the senior contact for access to the ‘face of the trust’ in terms of external exposure,
reputational risk management, marketing, promotional materials etc.

14) Oversee the complaints procedures, governance processes and general school compliance
by line managing or delegating to other relevant posts as required.

15) Look after the guests and visitors that meet with the Principal ensuring they have
appropriate hospitality and materials for their visit.

Tove Learning Trust expects its employees to work flexibly within the framework of the job
description. This means the post holder may be expected to carry out work that is not specified in
the job description, but which is within the remit of the role, duties and responsibilities.

Tove Learning Trust is committed to safeguarding and promoting the welfare of children, young
people and vulnerable adults and expects all staff and visitors to share this commitment.

Application is by application form and covering letter. Please send to:
recruitment@stantonbury.tove.org.uk
Deadline is Monday 315t August 2026
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