
Job Title: Executive Assistant and Operations Manager

To start: November 2026











At the Kingsley School, everyone contributes to our positive and vibrant community 
– and we understand exactly how much every single member of staff brings to this. 
That’s why, if you have the skills and experience as a Executive Assistant and 
Operations Manager and you want to work in an environment where everything 
you do helps to build the confidence and skills of our young people, we want to 
hear from you.

The successful candidate will be able to provide high-level executive support and 
operational leadership, ensuring the smooth, efficient and compliant running of the 
School.

Hours of Work: 
40 hours per week working from 8am to 5pm Monday to Friday with a one hour 
unpaid lunch each day.

Weeks of Work: 
All year round

Pay: 
£ 39,154 per annum

Location:
The Kingsley School, Leamington Campus

Start Date:
November 2026

Reporting Lines:
The post holder will report to the Head of School.



The Foundation considers this document a “snapshot” of the job and the tasks listed are not an exhaustive list. It aims to provide a clear guide at the time of writing to all that is 
involved about the requirements of the job. It will also be used to communicate expectations about performance and will be used to monitor effective performance. 

Purpose of the Role

The Executive Assistant & Operations Manager provides high-level executive support and operational leadership, ensuring the smooth, efficient and compliant running of the School.

The postholder holds responsibility for Senior Leadership Team administration, academic data and reporting, operational systems, workforce administration and safeguarding support, 
enabling the School to operate effectively and to a consistently high standard. 

Key Responsibilities

1. Executive and SLT Administrative Support
• Provide high-quality, confidential executive and administrative support to the Head of School and Senior Leadership Team
• Manage diaries, correspondence, meeting preparation and follow-up actions
• Prepare and quality assure reports, presentations and briefing materials
• Attend and minute key meetings, ensuring effective tracking of actions and decisions
• Act as a central coordination point for SLT activity and communication. 

2. Academic Data, Reporting and Analysis (Lead Responsibility)
• Lead the management and integrity of the School’s academic data systems
• Produce and oversee key reporting outputs, including:
• Internal Progress Reports (IPR) analysis
• External examination data spreadsheets
• Whole-school academic performance reporting
• Manage and coordinate CEM testing processes and associated data
• Ensure data is accurate, accessible and effectively presented to SLT, Governors and external stakeholders
• Develop reporting cycles and improve the use of data to support decision-making. 



3. Operations and School Systems
• Lead the day-to-day operational running of the School, ensuring efficiency and consistency across administrative functions
• Oversee whole-school systems, processes and workflows, ensuring they are effective, coordinated and continuously improved
• Support the delivery of the school calendar and operational priorities
• Ensure alignment between academic, co-curricular and operational activity. 

4. Census Data and Statutory Returns
• Take responsibility for the preparation, accuracy and submission of census data and other statutory returns
• Ensure all regulatory reporting requirements are met in a timely and compliant manner
• Maintain the integrity and consistency of data used in statutory and external reporting
• Maintaining legal registers and compliance data as required by ISI/DfE.
• Oversee the attendance data as required for Deputy Head (Wellbeing and Pastoral).

5. HR Administration and Recruitment
• Lead and coordinate administrative processes relating to recruitment, including advertising, coordination and onboarding
• Support safer recruitment processes, ensuring compliance with statutory requirements
• Oversee systems for staff absence, ensuring accurate recording, monitoring and reporting
• Work in partnership with the Head of People to maintain efficient and compliant HR administrative processes.

6. Safeguarding and Compliance Support
• Ensure robust administrative systems are in place to support safeguarding processes and record keeping
• Maintain confidentiality and accuracy of safeguarding-related information
• Support the Headteacher and Designated Safeguarding Leads in ensuring compliance with safeguarding and data protection requirements.



7. Events, Admissions and External Liaison
• Oversee the planning, coordination and delivery of key whole-school events, ensuring high standards of organisation and stakeholder experience
• Work closely with Admissions to support the effective delivery of the admissions cycle, including events and communications
• Act as a key liaison point for internal and external stakeholders, including prospective families, Governors, Foundation colleagues and external agencies
• Ensure communications relating to events and external engagement are accurate, timely and aligned with the School’s priorities
• Support the Head of School and SLT in strengthening relationships with external partners and promoting the School.

8. Leadership of Administration
• Line manage and develop administrative staff, including the Operations & Data Administrator
• Allocate work effectively to ensure high standards and timely delivery across all functions
• Promote continuous improvement in administrative practice, systems and service delivery.

9. In addition
• To adhere to all policies and guidelines in the Employee Handbook.
• The Foundation considers this document as a "snapshot" of the job and the tasks listed are  not an exhaustive list. It aims to provide a clear guide at the time of writing to all that is 

involved about the requirements of the job. It will also be used to communicate expectations about performance and will be used to monitor effective performance.
• Undertake training, update or review sessions as required. 
• Undertake other duties appropriate to the grade and responsibilities of the role as may be required.



Additional duties

• The post holder must comply with the Data Protection Act 1988, the Computer Misuse Act 1990 and all other policies operating at the school.

• To report any Health & Safety problems to the Health & Safety Manager.

Health and Safety

As an employee you are expected:

1. To take reasonable care of your own health and safety.

2. To take reasonable care not to put other people - fellow employees and members of the public - at risk by what you do or don’t do during your work.

3. To co-operate with your employer, making sure you get proper training and you understand and follow the company’s health and safety policies.

4. Not to interfere with or misuse anything that’s been provided for your health, safety, or welfare.

5. To report any injuries, strains, or illnesses you suffer as a result of doing your job.

6. To tell your employer if something happens that might affect your ability to work (e.g., becoming pregnant or suffering an injury).

7. If you drive or operate machinery, to tell your employer if you take medication that makes you drowsy.



Appointment Timetable
Deadline for submissions
Closing date: 9am on Monday 26 October 2026

Interview date: On Wednesday 28 October 2026

The Employer is Warwick Schools Foundation.

Salary
The salary scale for this role is £39,154 per annum.

Pension
Applicants will be automatically enrolled into a 
competitive contributory pension scheme (employer 
contributions up to 14%).

Safeguarding and Protection of Children and 
Young Persons
In accordance with the Children’s Act 1989, on 
appointment post holders will be required to commit 
to their responsibilities with regards to safeguarding. 
In addition, offers of appointment will be subject to 
an enhanced criminal record check from the 
Disclosure and Barring Service (DBS). These checks 
will highlight cautions, reprimands, and final 
warnings as well as any convictions. The post holder 
must not have any spent or unspent convictions that 
would prevent working with children.

All staff are required to adhere to the School 
Policy on safeguarding and undertake training 
as required and ensure the safeguarding and 
well-being of children and young people at the 
school, in accordance with School policies.

Equality, Diversity, and Inclusion
Warwick Schools Foundation is committed to 
promoting equality of opportunity for all pupils and 
staff, both current and prospective, and in this 
position, you will actively support an environment 
and culture that values diversity and inclusion.

Appointment Method
Interview.

The Application Form
Candidates should complete the Application form 
and a Cover letter which addresses the competencies 
outlined in the job description and person 
specification.

Completed applications should be submitted to 
hr@warwickschools.co.uk

If you would like to have an initial discussion about 
the post, please contact Gina McIlwraith – Executive 
Assistant and Operations Manager, on 01926 425127 
or on g.mcIlwraith@kingsleyschool.co.uk

mailto:hr@warwickschools.co.uk
mailto:g.mcIlwraith@kingsleyschool.co.uk




Essential Desirable Method of assessment

•

English, and evidence of continued 
professional development in a relevant field.

• Degree level or equivalent experience. • Contents of the Application Form
• Copies of qualifications

• Detailed knowledge of ICT applications 
including advanced expertise in Microsoft 
Excel.

• Experience of event management
• Experience working with ICT database 

systems

• Contents of the Application Form
• Interview
• Professional references

• Ability to work independently, using own 
initiative.

• Ability to produce detailed reports and 
present complex information in an accessible 
way for stakeholders.

• Ability to work under pressure using time 
management and organizational skills to 
ensure adherence to tight deadlines.

• Ability to interpret varying situations and 
solve problems on a day-to-day basis.

• Ability to work collaboratively and lead on 
training as required.

• Ability to adapt to new systems and deliver 
training.

• Excellent communication skills and 
interpersonal skills.

• Ability to make professional 
recommendations.

• Contents of the Application Form
• Interview
• Professional references

Essential Desirable Method of assessment

Qualifications • Educated to a high level with good Maths and 
English, and evidence of continued 
professional development in a relevant field.

• Degree level or equivalent experience. • Contents of the Application Form
• Copies of qualifications

Experience • Significant experience providing executive-
level administrative support

• Experience leading or coordinating 
administrative and operational functions

• Experience working with complex data, 
reporting or information systems

• Experience working with ICT database 
systems

• Experience within an educational 
environment

• Experience of managing or improving 
operational systems

• Contents of the Application Form
• Interview
• Professional references

Skills • Excellent organisational and project 
management skills

• Strong analytical and data-handling capability
• High-level written communication and report 

preparation skills
• Ability to manage competing priorities and 

deadlines effectively
• Advanced IT skills, including Excel, Word, 

PowerPoint and data systems

• Contents of the Application Form
• Interview
• Professional references



Essential Desirable Method of assessment

• Commitment to high standards.
• Commitment to own professional 

development.
• Commitment to collaboration, where 

appropriate, with other schools in the 
Foundation.

• Support for school aims and policies.
• Ability to be positive and enthusiastic.
• Tact and discretion and understanding the 

importance of confidentiality and discretion.
• Loyalty and dependability.
• Soundness of judgement.
• Ability to prioritise and organise self.
• Ability to listen and work in a team.
• Strong customer service focus.

• Demonstrate being articulate, presentable, 
co-operative, reliable, customer responsive 
with a “can do” attitude with good 
communication skills both on the phone and 
in person that allows effective 
communication at all levels.

• Ability to prioritise.
• Creates a good rapport with staff, parents, 

and pupils.
• Ability to organise self and work 

independently.
• Ability to listen.
• Ability to work in a team.

• Interview
• Professional references

• A commitment to the safeguarding and well-
being of children and young people at the 
school, in accordance with school’s policies

• A willingness to adhere to the school’s policy 
on safeguarding and to undertake training as 
required

• Contents of the Application Form
• Interview
• Professional references
• Successful DBS Clearance

• Understanding of the requirements of 
Equality and Diversity

Essential Desirable Method of assessment

Personal competencies 
and qualities

• Highly professional, discreet and resilient
• Strong judgement and attention to detail
• Calm under pressure with a proactive, 

solutions-focused approach
• Collaborative with the ability to build effective 

working relationships
• Committed to high standards and continuous 

improvement
• Ability to prioritise.
• Creates a good rapport with staff, parents, 

and pupils.
• Ability to organise self and work 

independently.
• Ability to listen.
• Ability to work in a team.

• Interview
• Professional references

Safeguarding Children, 
Young People and 
Vulnerable Adults

• A commitment to the safeguarding and well-
being of children and young people at the 
school, in accordance with school’s policies

• A willingness to adhere to the school’s policy 
on safeguarding and to undertake training as 
required

• Contents of the Application Form
• Interview
• Professional references
• Successful DBS Clearance

Equal Opportunities • Understanding of the requirements of 
Equality and Diversity
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