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Job Description – Executive Assistant 

& Trust Governance Officer 
 

Post: 

Pay scale and salary: 
Contract Type: 
Hours of work: 

Executive Assistant & Trust Governance Officer 

S01, SCP 23-25 
Permanent 
Full time, 37 hours per week term time only plus an 

additional 15 training days 
  

 

Accountable to: Chief Executive Officer & Chief Operating Officer 

Purpose of Role: 

To provide high-quality executive support to the Chief Executive Officer (CEO) and 
the wider Trust ELT and ensure the effective delivery of Trust governance functions. 
The role combines the traditional responsibilities of a Personal Assistant with key 
duties in corporate governance, board administration, and compliance with 

regulatory requirements. 

 

Main Duties: 

• Act as the first point of contact for the CEO, managing communications, 
filtering correspondence, and handling confidential information sensitively. 

• Proactively organise and manage the CEO’s diary, schedule appointments, 
and coordinate meetings and travel logistics. 

• Prepare and proofread correspondence, reports, presentations, and 

briefing papers. 
• Prepare and coordinate recruitment and selection timetables and 

documentation and undertake identity checks. 
• Support the CEO in stakeholder engagement, including liaising with 

partners, trustees, and senior external contacts. 

• Ensure effective follow-up on actions and commitments made by the CEO. 
• Provide high-quality minutes of meetings as required. 

• Duties in line with the above for the wider Trust executive leadership team. 
 

 

Governance and Board Administration 
• Coordinate all Board, Committee, and Subcommittee meetings, including 

preparation of agendas, collation and distribution of papers, and minute 
taking where required. 

• Ensure compliance with organisational governance frameworks, policies, 

and statutory obligations. 
• Maintain the Trust’s governance calendar, ensuring key reporting and filing 

deadlines are met. 
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• Support the induction, training, and appraisal processes for Trustees and 
Governors. 

• Manage the filing and storage of governance records, ensuring 
confidentiality and compliance with data protection regulations. 

 
Compliance and Risk Management 

• Assist in the review and update of governance-related policies and 

procedures. 
• Support internal and external audits related to governance, risk, and 

compliance. 
• Maintain registers of interests, gifts, and conflicts of interest for Trustees 

and senior staff. 

 
Communication and Coordination 

• Serve as a liaison between the CEO, Trustees, senior leadership team, and 
other stakeholders. 

• Ensure professional, timely, and accurate communication with all internal 

and external stakeholders on behalf of the CEO and Trust Board. 
• Ensure smooth information flow across departments and governance 

bodies. 
• Draft communications on behalf of the CEO as needed. 

• Assist in the planning and execution of events, including executive team 
workshops and board meetings. 

• Support and coordinate hospitality arrangements where required. 

 
General 

• The postholder will comply with the Trust’s equal opportunities and inclusion 
policies ensuring their development and promotion within the academy. 

• The postholder is expected to uphold the highest standards of safeguarding 

and child protection at all times, in line with Trust policies and statutory 
guidance. 

• Undertake such other duties as reasonably correspond to the general 
character of the post and commensurate with grade, including contributing 
to duties, attending meetings and public events. 

• Fulfilling any other reasonable duties as required by the CEO. 
• Whilst every effort has been made to explain the main duties and 

responsibilities of this post, each individual task undertaken may not be 
identified. 

• Employees are expected to present themselves and to act and to be seen 

to act in a professional manner at all times.  
 

The post holder will be required to work flexibly across the trust to deliver an 
efficient service. There will be regular contact with students, colleagues, internal 
and external customers. 
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Person Specification 
Detailed below are the types of skills, experience and knowledge that are required of applicants 

applying for the post. The ‘Essential Requirements’ indicate the minimum requirements and 

applicants lacking these attributes will not be considered for the post. The points detailed under 

‘Desirable Requirements’ are additional attributes to enable the applicant to perform the 

position more effectively or with little or no training. They are not essential, but may be used 

to distinguish between acceptable candidates.  

QUALIFICATIONS Essential Desirable MOA 

Grade C/4 or above in GCSE English 

and Maths. 

*  A/Q 

Professional certification in Executive 

Assistance, Project Management (e.g., 
PRINCE2, PMP), or School Governance 

(e.g., NGA, ICSA). 

 * A/Q 

KNOWLEDGE/SKILLS Essential Desirable MOA 

Excellent organisation skills  *  A/R/S 

Knowledge of general office procedures 
and practice including confidentiality 

*  A/Q/R/S 

Strong numeracy/literacy & ICT skills *  A/R/S  

Able to communicate clearly, effectively 
and appropriately with a wide range of 

people 

*  A/R/S 

Able to process documentation using 

Microsoft office application or similar 

*  A/Q/R/S 

Able to accurately enter/retrieve data 

information from information 
systems/databases 

*  A/Q/R/S 

Able to manage competing priorities to 
enable the timely delivery and meeting of 
conflicting deadlines  

*  A/R/S 

Ability to work to specified work 
programmes and timetables 

*  A/R/S 

Knowledge and skills to safeguard the 
welfare of CYP and uphold your 

professional responsibility 

*  A/Q/R/S 

Basic understanding & knowledge of 

school systems and procedures 

*  A/R/S 

Ability to work under pressure and use 

own initiative 

*  A/R/S 

Ability to formulate ideas and solutions 

and present them clearly to the CEO 

*  A/R/S 

Advanced ICT skills (Microsoft Office 365  * A/R/S 
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including Outlook, Teams, Word, Excel, 

PowerPoint) 

EXPERIENCE Essential Desirable MOA 

Experience of working in an educational 

environment 

*  A/R/S 

Experience of dealing with queries from a 

wide range of people in a customer 
focussed environment 

*  A/R/S 

Experience of participating in teams and 
working on own initiative 

*  A/R/S 

Minute-taking   * A/R/S 

Experience of Trust governance  * A/R/S 

PERSONAL QUALITIES Essential Desirable MOA 

A positive attitude and passionate about 
data analysis and making a difference 

*  A/R/S 

Excellent listener and communicator *  A/R/S 

Accuracy and attention to detail, including 
data verification checks 

*  A/R/S 

Ability to work independently and as part 
of a team 

*  A/R/S 

Energy, enthusiasm, sense of humour *  A/R/S 

Ability to motivate self and others *  A/R/S 

Willingness to contribute to the wider 

life of the Academy and Trust 

*  A/R/S 

Able to meet the travel requirements of 

the post - occasionally visiting other 
schools within the trust. 

*  A/S 

Emotional resilience - recognising that 
working in Education can be a demanding 

job but approach the challenge positively 

*  A/R/S 

Subscribe to the ethos of the Trust and go 

the extra mile in terms of time and 
commitment to get the very best from 
their students 

*  A/S 

The postholder must have a command of 
spoken English which is sufficient to 

enable the effective performance of the 
role, including the ability to speak with 

confidence and accuracy and the ability to 
listen and respond appropriately 
dependent on the audience.  

*  A/Q/R/S 

Employment is conditional on confirmation of the right to work in the UK – either 
as a UK or Irish citizen, under the EU Settlement scheme or having secured any 

other relevant work visa. If you do not have the right to work in the UK and the 
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role does not meet eligibility for sponsorship, please consider carefully whether 

you meet the eligibility to apply for this position. 

This role is subject to a six-month probationary period and satisfactory enhanced 

DBS check. As one organisation Cockburn Multi-academy Trust expects all its 
employees to work across any academy within the trust as and when required. 

 
 
METHOD OF ASSESSMENT (MOA) 

A =  Application Form 

Q =  Qualification 

R =  References 

S =  Selection Process 



 

 



 

 

 

 

 

 

 

 

 

 

 

 


