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Executive Administration Partner 

Reporting to: 	Headteacher
Start date: 	January 2026 
Contract: 	36 hours, 52 weeks per year. A 40-minute unpaid lunch break each day. This must include all school term days and extra days to be agreed with the Headteacher.  Holiday entitlement of 25 days to be taken during the school holidays, 
Salary:		LBR 11/12, Point 32-36 (£45,750 – £50,085 FTE)
Line Management:   	Office Manager & Administration Officers
Disclosure Level:	Enhanced

About the Role
Trinity Catholic High School is seeking to appoint an experienced and highly capable Executive Administration Partner to provide professional, efficient, and confidential support to the Headteacher and manage the school administration team.

This is a key position within the school’s business and leadership structure, combining high-level executive assistance, coordination of administrative operations, and partnership in driving organisational efficiency.

You will become an integral part of our welcoming and professional team. The successful candidate will be a personable, proactive, and highly organised professional who can work with accuracy, diplomacy, and discretion in a fast-paced environment.

You will be responsible for delivering a high-quality administrative and operational service that supports the Headteacher and the wider aims of the school. This includes handling sensitive and confidential matters, liaising with staff, governors, parents, and external stakeholders, and ensuring the smooth flow of communication and information across the school.

About our School 
Trinity Catholic High School is a mixed, voluntary aided Catholic school in the Diocese of Brentwood, proudly serving the community for more than fifty years. Situated in the heart of Woodford, Trinity provides a welcoming, calm and purposeful environment where students are nurtured, inspired and encouraged to flourish. Rooted in Gospel values and guided by the principles of Catholic Social Teaching, we are committed to forming compassionate, confident and socially responsible young people.
Our students benefit from a strong tradition of academic excellence, outstanding pastoral care and a wide range of enrichment opportunities that enable every individual to grow in character, develop their talents and make a meaningful contribution to society.
General Responsibilities

· Provide comprehensive and confidential executive support to the Headteacher
· Line management of the administration team
· Liaise with Governors, the Diocese, local authority, and external partners and stakeholders with professionalism and diplomacy.
· Prepare and distribute agendas, papers, and minutes for SLT and other leadership meetings.
· Coordinate key projects, documentation, and follow-up actions across leadership functions.
· Manage and streamline administrative systems, ensuring processes are efficient and compliant.
· Oversee and support administrative staff, encouraging teamwork and high standards of service.
· Support inspections, and compliance documentation as required.
· Provide operational oversight of reception, office administration, and reprographics services.
· Support key school events, open evenings, and community engagements.
· Uphold the values, professionalism, and Catholic ethos of Trinity Catholic High School.


Support to the Headteacher 

· Providing confidential and personal support to the Headteacher
· Manage the Headteacher’s diary, prioritising appointments and ensuring efficient use of time.
· Act as a professional gatekeeper, managing communications and visitor flow to the Headteacher.
· Preparing for and running meetings and smaller functions for staff and students
· Managing the Headteacher’s daily schedule, including forward planning of workload 
· Preparation for daily meetings, including producing an agenda and issuing meeting minutes
· Preparing reports, letters, all communications and presentations
· Management of all inbound and outbound communication, including emails
· Dealing with sensitive and complex issues, identifying and highlighting those which may require further referral
· To assist with recruitment activities
· Producing Headteacher’s reports and helping with speech writing
· To plan and implement hospitality arrangements for the Headteacher and his/her visitors
· To work co-operatively with colleagues in the Support Department 
· To provide support on project management 
· Lead internal communications, newsletters, and correspondence for the Headteacher
· To carry out any reasonable requests made by the Headteacher 

Line Management

· Office manager 
· Administration officers 

This includes responsibility for the performance management, professional development, and wellbeing of all staff within these teams.

This job description outlines the key responsibilities of the post but is not exhaustive. Duties may vary to meet the changing needs of the school while remaining consistent with the general character and level of responsibility of the role.

















How to Apply
Applications must be submitted using our official school application form or via the TES ‘Apply Now’ function. Completed forms should be emailed to:
📧 recruitment@tchs.org.uk
You can download the application form from our website:
🌐 www.tchs.org.uk/about-us/employment/
📞 Telephone: 020 8504 3419
📅 Closing date for applications: 18th November 2025
Early applications are welcome
Safeguarding and Recruitment Information
We are committed to safeguarding and promoting the welfare of our pupils. All candidates must be willing to undergo child protection screening, including the successful completion of an enhanced Disclosure and Barring Service (DBS) check. Further details can be found on our website:
🔗 www.tchs.org.uk/about-us/safeguarding/
In line with Keeping Children Safe in Education (KCSIE) 2025, all applicants will also be subject to social media checks.
Applicants must provide 2–3 referees, including one who can verify their employment records. Consent must be obtained from referees prior to submission. Please refer to the Notes for Applicants for full guidance.
We reserve the right to close the vacancy early should we receive a high volume of suitable applications.
Please note: Only shortlisted candidates will be contacted due to the expected volume of applications.
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