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EXECUTIVE ASSISTANT

RELATIONSHIPS: Executive Headteacher/Head of School

REMUNERATION: Salary HBC 6




JOB PURPOSE

The Executive Assistant (EA) plays a pivotal role, providing high-level professional, organisational and strategic support to the leadership team. This is a trusted position at the heart of school life, requiring strong judgement, discretion, and a commitment to the values and ethos

The EA plays a key part in enabling the Head to focus on leading the school community by anticipating priorities, managing complex and fast-moving demands, and ensuring that communication and organisation are handled with care, clarity and professionalism. 

The EA will act as a calm, welcoming and professional presence, providing effective communication both internally and externally to ensure that key school events run smoothly and professionally. 

KEY DUTIES AND RESPONSIBILITIES

· To provide a comprehensive confidential secretarial service to the Executive Headteacher, Head of School and Chair of Governors to maximise the effective use of their time including diary management, mail handling, filing, conference/meeting arrangement, photocopying and word processing

· Prepare high quality briefings, agendas, reports and presentations to support leadership meetings and strategic work. 

· Systematically follow up actions and commitments detailed during meetings led or convened by the Executive Headteacher and Head of School.

· To regularly deal with complex, confidential and sensitive queries and emotive issues both face to face, on the telephone and in writing, tracking and administering cases that follow the complaints procedure.

· Production of high-quality documents using ICT as required for correspondence, reports and presentations

· Lead communications, both internally and externally, using social media where required.

· Line Manage the Systems Co-ordinator to maintain electronic communication systems including the website.

· The co-ordination of meetings and events on behalf of the Executive Headteacher and Head of School

· To deputise for the Clerk to Governors, providing duties for the school including, taking minutes at all meetings, typing agenda and ensuring all documentation is correct and distributed within correct timescales

· Support the effective planning and implementation of key school events through proactive planning and a systematic approach.

· Create, monitor and maintain records, using both manual and computerised systems, to enable accurate information to be recorded and statistics to be collated, using digital tools where possible to enhance efficiency.

· To take minutes at internal and external meetings as required involving people at all levels

· To promote the highest possible relationships and effective communication between the School and Governors, Local Authority, Liverpool Archdiocese, Halton Secondary Schools and Partner Primary Schools

· Play an active role promoting Saints Peter and Paul Catholic High School as the school of choice in Halton.

· Undertake training and CPD  

· To attend and participate in meetings as required

· Be aware of and comply with policies relating to child protection, health and safety, security, confidentiality and data protection, reporting concerns as appropriate

· Be aware of and support difference to help ensure everyone else has equal access to the facilities and feels valued, respecting their social, cultural, linguistic, religious and ethnic background


Note: To undertake any other duties and responsibilities as may be assigned from time to time which are commensurate with the grade of the post

This Job Description is not intended to be either prescriptive of exhaustive: it is issued as a framework to outline the main areas of responsibility

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and following consultation with you may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.
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