
THE ROYAL ALEXANDRA & ALBERT SCHOOL 
 

 
JOB DESCRIPTION 

 
 
Post:     Executive Assistant to the Head 
 
Responsible to:   Head  
 
Start Date: May 2017 (or as soon as possible) 
 

Job Purpose:  To provide comprehensive administrative and secretarial support 
to the Head and to support the Head in the smooth running of 
the school.  This in particular will require diplomatic 
communication and high levels of organisation. 

 
This is a 52-week appointment and is not term-time only.  The post has 25 days holiday 
per annum (plus statutory Bank Holidays) to be taken during the school holidays. 
Please note that the school operates as normal on the Early May Bank Holiday. 
 
 

Hours:   

 42.5 hours per week term-time (35 weeks per annum) – from 8 – 5 p.m. Mon - Fri 

 15 hours per week out of term-time (12 weeks per annum after holiday)     

from 9 – 12 p.m. Mon – Fri 

 
Pension: 

 
 Members of staff with qualifying earnings will be auto enrolled into a workplace 

pension scheme which meets legal standards. The Foundation will contribute as 
required by legislation, currently 1%. In addition, for those members of staff who 
contribute a total of 5% of their qualifying earnings, the Foundation will contribute 
a total of 8%. The current scheme operated by the Foundation is the National 
Employees Savings Trust. 

 
Main Duties: 
 

 Providing administrative and secretarial support to the Head including: 

- Managing incoming / outgoing post, typing, drafting correspondence, 

proof-reading, telephone liaison, diary management, organising meetings / 

working lunches and liaising with catering, ensuring the Head has correct 

documents in preparation for meetings, etc. 



- Acting as the main point of contact for the Head and communicating 

diplomatically with pupils, parents, staff, governors, external relations, 

amongst others.   

 To line manage the School Office Administrator and therefore the School 

Office Team (receptionists, attendance officer, office administrator, etc.) 

 

 To support the Head’s office being welcoming to visitors as well as 

professional in the way that it runs, recognising that the role is often the first 

point of contact for people wishing to speak to the Head. 

 Respond to routine correspondence without reference. 

 Managing the Head’s email inbox: re-directing, prioritising and filtering as 

appropriate and dealing with routine matters independently. 

 Arranging rooms and catering for meetings as required. 

 Organising meetings for the Head, including recording and typing of minutes 

as required.  

 To be present at meetings with the Head when a witness is required and to 

make a written record of such meetings. 

 Administering the SLT appraisal process, liaising with the Head. 

 Maintaining the School’s Complaints and Serious Incidents logs, ensuring that 

the logs are signed off regularly by the Headmaster and the Chairman of the 

Board of Governors (at least termly), and that a copy of the log for the year is 

sent annually to the Bursar. 

 Managing absence requests for pupils on behalf of the Head, liaising with the 

responsible member of SLT for attendance. 

 Working with the Head and SLT, amongst others, to plan and organise the 

School’s two main events of the year:  Remembrance Day (November) and 

Founder’s Day (May) and other significant occasions, e.g. Royal Visits. 

 Liaising with HR on staffing and employment issues, in particular for the 

appointment of new staff. 

 To support the Head in preparation for an Inspection visit of the school. 

 Be flexible and proactive in approach and undertake all duties that may fall 

within the range as directed by the Head.  



 
 
 
 
 
 
 
 
 
Person Specification: 
 

 Educated to A level  

 Excellent communication skills both written and verbal 

 Excellent IT skills (word, Excel, Powerpoint, Mailmerge, Outlook) 

 Secretarial / Administrative experience in a similar environment 

 SIMs experience would be an advantage but training will be given. 

 Ability/ willingness to take decisions, manage time effectively and work 

unsupervised 

 An approachable, flexible attitude and the ability to prioritise    

 

Personal Attributes: 

 
 Flexible to prioritising workload / hours during heavy work periods 

 To have a methodical approach to information gathering, recording and 

reporting, and to be proactive  

 To be able to work to fixed time scales, to be able to cope with and adapt to 

change and interruptions in busy office environments.   

 To work as part of a team liaising with colleagues across the school.  To be 

able to converse with staff, students, parents and outside agencies clearly 

and effectively. 

 To show good judgement in the handling of visitors to the office, making 

independent and confident decisions with regard to their concerns or requests 

and the manner in which they are acted upon. 

 To be able to maintain confidentiality and discretion at all times. 

 To be approachable, think things through and have a good sense of humour. 



 
The Royal Alexandra and Albert School is committed to safeguarding and promoting 
the welfare of children and applicants must be willing to undergo child protection 
screening appropriate to the post, including an Enhanced DBS check. 
 
 


