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EXECUTIVE ASSISTANT  

JOB DESCRIPTION 
 

Department:  President’s Office 

Supervisor:  President 

Status:  Full-time 

 

The Executive Assistant to the President will provide comprehensive administrative support for 

the Academy President and the Board of Trustees. The successful candidate will possess 

initiative, integrity, professionalism, excellent organizational and interpersonal skills. 

 

SPECIFIC DUTIES:  

 Schedule and coordinate Board of Trustee-related events. 

 Prepare and distribute Board of Trustees materials and archive as needed. 

 Attend meetings and take minutes at administrative and Board of Trustee meetings. 

 Assist the President in reviewing and tracking progress on strategic initiatives. 

 Support the President with institutional projects. 

 Manage budget items for the President’s Office. 

 Draft routine letters for signature based on notes or other directions provided. 

 Assist in proofreading and editing of materials for the President’s Office. 

 Maintain calendar, manage calls, and greet visitors for the President. 

 Manage the All-School calendar and maintain a proactive tickler file to prepare the 

President for events. 

 Maintain a variety of documents and electronic records, and files. 

 Serve as a liaison between the President and all School constituencies. 

 Manage and serve as the liaison for school memberships such as NAIS, ADVIS, NCGS, etc. 

 Coordinate professional development days and special events as needed. 

 Coordinate the Academy Archives with the Alumnae & Constituent Relations Manager. 

 Support efforts of the Office of Marketing & Communications as directed by the 

President. 

 Orders supplies and equipment for President’s Office. 

 Other duties as assigned. 

 

 



 

COMPETENCIES NEEDED:  

 Ability to set professional boundaries and maintain confidentiality of highly sensitive 
matters. 

 Excellent written and oral communication skills. 
 Ability to be proactive in all aspects of the position and the ability to learn new tasks. 
 Strong customer service skills. 
 Excellent technological skills. 
 Ability to work evenings and weekends as needed. 
 Sense of humor, enthusiasm, and dedication to supporting Ursuline’s mission. 

 

WORK ETHIC:  

 Maintain confidentiality at all times regarding the Ursuline community. 
 Attend all required meetings and events and willing to perform all other duties as 

assigned. 
 Contribute by personal example to an atmosphere of faith commitment consistent with 

Catholic values and our founder St. Angela Merici. 
 Respect, cooperate, and maintain a positive attitude with colleagues (faculty and staff), 

students, parents, and alumnae, and exemplify the core values. 
 

REQUIREMENTS: 

 BA or BS in a related field 
 Minimum 5 years of administrative support experience, including time in an executive 

support role 

 

PHYSICAL DEMANDS: 

The position requires frequent walking, standing, bending, talking, and lifting up to 25 pounds as 
a regular part of the job. Specific vision ability required, including close, distance, peripheral 
vision, and ability to adjust focus. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
WORK ENVIRONMENT: 

The noise level in the work environment is moderate. The employee may be exposed to possible 
extreme weather conditions and infectious diseases. While performing the duties of this job, the 
employee will occasionally be exposed to weather conditions of extreme cold and or extreme 
heat. 

 
 


