
Executive Assistant to the Head of School

Job Summary: The executive assistant to the head of school provides consistent, confidential, and

professional administrative support for the head of school in order to maintain the well-being of the school

and the broader community. The executive assistant to the head plays an integral role in the day-to-day

goings-on of both the faculty and the student body, as well as acts as office manager for the business office.

The ideal candidate will be the first line of communication between the head of school and the wider

community.

Supervisory Responsibilities:
● Oversees the business office receptionists.

● Assigns, plans, and oversees the work of the departmental staff.

● Conducts performance evaluations that are timely and constructive.
● Handles discipline and termination of employees as needed and in accordance with company policy.

Duties/Responsibilities:

● Promote the school’s mission, making it the center of all decisions and actions.
● Support an atmosphere of trust and openness among teachers, students, and parents.
● Organize and review daily priorities for the head of school.
● Schedule, maintain and confirm the head of school’s appointments and calendar activities.
● Assist the head of school with work and events related to the board of trustees.
● Manage all arrangements for faculty/staff meetings.
● Record all meeting minutes.
● Review the head of school’s mail and email, and draft responses when necessary.
● Screen the head of school’s phone calls and take messages.
● Prepare the head of school’s memoranda.
● Coordinating travel arrangements for the guests and applicants.
● Manage and maintain teaching/administrative supplies and materials.
● Prepare and manage the school calendar and other scheduled events.
● Serve on administrative and academic committees.
● Complete occasional errands.
● Assist in planning campus-wide events.
● Compile information as requested, formatting reports, graphs, tables, records, and presentations.
● Provide general clerical duties and administrative support to the school.
● Assume responsibility for other projects as assigned by the head of school.



Required Skills/Abilities:

● Excellent interpersonal skills with a proven ability to maintain professionalism and tact in high-stress
situations.

● Dedication to a high level of confidentiality.
● Excellent verbal and written communication skills.
● Proven success at working collaboratively and efficiently on a creative and goal-oriented team.
● Able to make quick decisions, take initiative, and prioritize tasks.
● Excellent organizational skills and attention to detail.

● Use relevant technology to support and differentiate instruction.

Education and Experience:

● Associates/Bachelor’s degree
● 2+ years' prior experience in education or as an executive assistant to a high-level school

administrator or corporate executive.

How to apply:

Interested applicants should submit an application and a letter of interest, current resume, list of

references online at www.thenewschool.org/about/career-opportunities.

The New School is an independent school that respects, embraces, and celebrates diversity in its curriculum,

student body, and staff. The New School does not discriminate on the basis of race, religion, gender, gender

identity or expression, sexual orientation, color, national or ethnic origin in the admission of students, in

hiring, or in the administration of its educational program.

http://www.thenewschool.org/about/career-opportunities

