
Aim of the role: 

 

To Organise and manage a busy environment, undertaking a wide range of tasks to support the 

Head. 

 

Accountability: 

 

Responsible to the Head, you will also work closely with members of the Senior Leadership Team.  

You will communicate with Heads of Department, teaching and support staff, Governors, parents 

and friends of Leweston School and representatives of the community. 

 

Main Purpose: 

 Executive Assistant to the Head; 

 To assist the Head with organisational tasks both long and short term; 

 To attend confidentially to matters of a sensitive and personal nature, involving staff, 

students and the wider community. 

 

Key responsibilities: 

 Organising and maintaining the Head’s diary; 

 Co-ordinating the meeting and greeting of visitors to the School; 

 Developing good relationships with parents, Governors, students, academic and support 

staff and visitors; 

 Being responsible for all the Head’s correspondence, including that of a confidential nature; 

information gathering; documentation; reports and summary reports for Governors and any 

key projects; 

 Dealing with enquiries of a confidential or sensitive nature and referring them to appropriate 

staff for follow-up; 

 Being responsible for the Head’s incoming and outgoing mail, and managing, actioning or 

flagging up urgent messages promptly and efficiently; 

 Maintaining and organising secure filing systems, including the upkeep of pupil files, to ensure 

confidentiality; 

 Monitoring the progress of high-priority tasks to ensure that deadlines are met; 

 Arranging of meetings and events; 

 Organising staff-student letters of commendation; 

 Updating annually the Family Handbook and Senior School Handbook; 

 Preparing new staff induction packs; 

 Organising the termly calendar; 

 Providing administrative support in the organising of the annual Speech Day and Carol 

Service 

 Collating information relating to the end of term Head’s lists; 

 Attending monthly admissions meetings; 

 Attending other meetings as and when required and taking minutes where needed (taking 

responsibility for all Senior Leadership Team agendas and published minutes); 

 Providing all staff with briefing notes following meetings; 

 Maintaining updates on the ISI portal and calendar; 

 Liaising with ISI over logistical Inspection arrangements when they visit; 

 Assisting administratively the Deputy Head Pastoral in maintaining the ISI portal; 

 Setting the standard for senior administrators in School and lead the Administration Team 

Meetings, including PA to the Bursary, School Office Secretary and Personal Assistant to the 

Head of Leweston Prep School; 

 Providing additional support to the Senior Leadership Team as and when required and any 

additional administration duties. 

 


