
 TRINITY SCHOOL  

  OF DURHAM AND CHAPEL HILL 
 

 

Job Description 
 
 
POSITION:   Executive Assistant to the Head of School and Board Administrator 

 
STATUS:   Full-time exempt 

 
YEARLY TERM:  12 months 

 
 
REPORTING RELATIONSHIPS 
Supervisor:  Head of School 
Supervisor of:  N/A 
 
The Executive Assistant to the Head of School manages the Head’s schedule in accordance with his goals 
and strategic priorities as efficiently and effectively as possible. The Executive Assistant handles ongoing 
and lower-level strategic business for the Head of School by assisting people who need the Head’s 
attention, referring them to other staff as appropriate and scheduling time with the Head. The Executive 
Assistant also plays a vital role in ensuring that the Head attends the appropriate school events. One of the 
key duties of the Executive Assistant is to enable the Head to focus on strategic priorities that only he can 
perform and that require his attention. The Executive Assistant helps manage the Head of School’s emails 
and inbox. He or she may represent the Head of School at meetings that the Head cannot attend and may 
be asked to serve as the secretary to certain committees when another staff person is unable to be present. 
Together with the Head of School, the Executive Assistant prioritizes tasks according to the Head’s goals 
and strategic priorities.  
 
As Board Administrator, the Executive Assistant prepares Board agendas for review, communicates 
regularly with the Board, attends Board meetings and some committee meetings, and takes the official 
minutes of the Board. He or she schedules meetings of the Board committees when the committee chairs 
request such assistance. 
 
The Executive Assistant to the Head of School will have strong relationships with every division and 
department of the school and will assist in keeping the lines of communication strong between the Head 
and all sectors of the school.  

 
DUTIES AND RESPONSIBILITIES:  EXECUTIVE ASSISTANT 

● Serve as the first point of contact for visitors to the offices of the Head of School and Associate 
Head of School 
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● Maintain appointment/meeting calendars for the Head of School and Associate Head of School, 
confirming all appointments and coordinating personal and school calendars 

● Prepare the Head of School well for all meetings 
● Prepare correspondence, articles, research, etc., for the Head of School 
● Coordinate August and June in-service and all-school faculty meetings 
● Maintain records on teacher licensure, certification, and continuing education  
● Prepare annual accreditation report 
● Oversee overall professional development and the Head of School’s allowance budget 
● Prepare weekly agendas for the leadership team 
● Work closely with the Director of Advancement and Advancement staff to schedule the Head of 

School’s time for Advancement meetings 
● Organize and facilitate celebrations and events in collaboration with the Event Coordinator for 

events hosted by the Head of School 
● Assist with summer mailings and other special mailings 
● Assist with preparations for commencement  
● Assist with preparation and planning of all-school chapels and other special events 
● Make travel arrangements for the Head of School 
● Assist with searches and interviews of candidates; schedule travel and lodging for candidates 
● Coordinate end-of-year gifts to celebrate service awards and milestones 
● Perform other duties as requested by the Head of School 

 
DUTIES AND RESPONSIBILITIES:  BOARD ADMINISTRATOR 

● Attend monthly Board meetings and biannual Board retreats 
● Draft agendas and motions for Board meetings, with the Board Chair and Head of School 
● Organize all Board meeting materials and send out the Board folder 
● Take Board meeting regular session notes and minutes as requested by the Board Secretary 
● Keep official records of regular session agendas, attachments, and minutes and the Board policy 

manual 
● Work with the Board Chair to organize and support all Board committees 
● Schedule Board committee meetings 
● Maintain trustee information  
● Maintain Advisory Council information 
● Research minutes and policies to assist the Head of School and others with Board committee 

decisions  
● Maintain the school's master calendar and the official Head of School Calendar 

 
QUALIFICATIONS 

● A deep and abiding faith in Christ 
● A habit of prayer and spending time in Scripture 
● Friendly and hospitable, not a respecter of persons 
● A can-do attitude 
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● A quick study and resourceful—the ability to quickly learn the school culture, the Head of 
School’s job responsibilities, and the ever-shifting landscape of priorities 

● Able to say “no” in a gracious way that gets to “yes” 
● A skilled communicator, both in writing and in person 
● A quick, clear, articulate writer and proofreader 
● An excellent planner and initiator—looks ahead, works backwards, anticipates challenges 
● Highly organized, able to juggle and balance multiple priorities 
● Able to maintain strict confidentiality 
● Confident—willing to make decisions and carry them out under the Head of School’s authority 
● Humble—nothing to prove, only a heart to serve, a servant to all 
● Savvy—understands that there is a time for everything and figures out which time is now 
● Hard worker—responsible and goal oriented  
● Wise—the work in the Head’s office requires daily judgment calls 
● Understand the Head’s job and priorities 
● Understands the importance and values of the Board 

 
EXPERIENCE 

● Bachelor’s degree required 
● Experience as an assistant to an executive is desired 
● Experience in a school is helpful 
● Experience in a nonprofit is helpful 
● Experience working with a board is helpful 


