
 

Executive Assistant 
to the Principal 

(full-time, permanent role) 

 

Learning today, inspired for tomorrow… 
 
The Anglican School Googong seeks to promote lifelong learning in a Christian context, to prepare 
our students for their future beyond Googong. 
 
At the Anglican School Googong, value is placed on community, relationships, versatility and 
student-centred learning. Our purposeful and contemporary school environment promotes an 
engaged and connected student experience which facilitates active thinkers and delivers a school 
community of inspired contributors.  
 
As an Anglican school in the Canberra-Goulburn Diocese, our mission is for our students, school 
and community to be transformed by the love of Jesus. By nurturing each student’s capacity to grow 
in knowledge of themselves and God, our hope is that they will become considerate and 
compassionate contributors to the wellbeing of the wider community, under the influence of 
Christian teaching and experience. 
 

The Position 

 
The primary function of the Executive Assistant to the Principal is manage the day to day functions 
of the Principal’s Office and provide high level administrative support to the Principal. Given the 
breadth of the Principal’s role, this entails a wide range of responsibilities and demands 
confidentiality, flexibility and commitment to superior outcomes. The Executive Assistant plays a 
key role in representing the School to stakeholders and the wider community.  

 

Key Responsibilities 

 
General Administration and Secretarial Support 

• Provide high level administrative and secretarial support to the Principal 
• Manage the Principal’s calendar and scheduling, assessing meeting requests, prioritising 

matters of urgency and redirecting matters as appropriate. Use discretion, diplomacy and 
initiative to prioritise and manage enquiries, requests and complaints 

• Manage email, mail and telephone correspondence in a timely manner 
• Assist Principal with any tasks arising from mail 
• Prepare draft correspondence on behalf of the Principal, with particular attention to the 

timely processing of requests for leave of absence 
• Prepare letter responses to parents as directed by Principal  
• Attend to confidential correspondence 
• File documentation and papers as required  
• Ensure that the administration of the School functions effectively to support the 

educational program 
  



Meetings and Functions 
• Ensure that the Principal has relevant files and information for meetings  
• Attend and minute meetings of the Principal. Some meetings may, with notice, take place 

out of hours. 
• Ensure items from meetings are actioned in a timely manner  
• Co-ordinate and oversee functions and events hosted by the Principal  
• Organise all arrangements and associated documentation for the Principal’s travel, 

conferences and attendance at meetings 
• Arrange meetings for the Principal and guests, including travel logistics, room bookings, 

catering and technology. 
• Produce, distribute, manage and file agendas, minutes and other documentation for 

meetings. Manage records and files with accuracy and efficiency. Ensure that applicable 
action items from meetings are followed up in a timely fashion by the Principal or on her 
behalf. 

 
Publications 

• Proofread all correspondence and publications  
• Review the Weekly Update prior to distribution 
• Prepare Board Papers, Annual Reports  
• Assist the Principal in providing effective communication within the Googong school 

community and beyond 
• Produce professional documents and presentations for the Principal - PowerPoint slides, 

proposals and reports 
• Provide research to support the development of presentations and documentation as 

required. 
• Assist with the preparation and management of a Style Guide for School communications. 
• Organise correspondence and invitations for special events  
 

Human Resources 
• Manage the recruitment process and prepare all HR related paperwork 
• Provide administrative support to the Executive Team for the staff appointment process 
• Maintain staff records including staff files, management of leave requests and record 

keeping of Human Resource matters 
 
Projects and Compliance 

• Support the Principal in managing key projects and programs within the School, including 
monitoring of the Principal’s tasks and deadlines. 

• Liaise with external bodies including QPRC, PEET, QCity, Googong Township, AISNSW, 
NESA, ADS etc 

• Update School information with regulatory authorities as required (eg NESA, ACARA, 
RANGS, AIS etc). 

• Initiate and contribute to quality improvement activities in the operation of the office of the 
Principal. Improve processes for greater efficiency, including governance. 

 
Teamwork and Communication 

• Work closely and effectively with the Principal to keep her well informed of upcoming 
commitments and responsibilities, following up appropriately. Act as a "barometer," 
having a sense for the issues taking place in the environment and keeping the Principal 
updated. 



• Liaise effectively with other team members, especially members of the Executive. Build 
strong relationships to support effective management and decision-making. 

• Build a strong rapport with FaCE Executive Team and support their work in the school 
• Demonstrate a willingness to work constructively, flexibly and proactively  
• Liaise with external agencies on behalf of the Principal, in relation to a wide range of urgent 

and contentious issues, with diplomacy and discretion. 
 
Other 

• Foster a positive relationship with the school and local community 
• Oversee the Administration Team 
• Ensure Principal’s workload is managed 
• Carry out other duties as required by the Principal 

 
 

The Candidate 
A suitable candidate for this position will be an effective communicator, logical, highly organised, 
be loyal to the Principal, present a professional image, demonstrate an active faith and involvement 
in their local church. 
 
Essential: 

• Outstanding organisational skills and attention to detail 
• Interpersonal and relationship building skills  
• Compassion and confidentiality 
• Excellent communication skills, both oral and written 
• Loyalty, absolute discretion, flexibility, reliability 
• Energy, commitment, resilience, integrity, good humour 
• Broad and nuanced understanding of the School’s structure, processes and ethos 
• Calm under pressure, effective and gracious even when dealing with difficult people and 

situations 
• Able to manage competing demands, balance conflicting priorities and negotiate workable 

solutions and timeframes whilst maintaining focus, speed and accuracy 
• Able to use initiative, be decisive and authoritative 
• Able to work effectively as part of a team as well as act autonomously and maintain a discreet 

distance as required by circumstances 
• Appropriate technological skills including advanced knowledge of Microsoft Office and 

Synergetic  
• Hold current first-aid training qualifications 
• NSW Working with Children Clearance 
 

Expectations 

In this important role within the school you will be expected to:  
• support the School’s mission and vision 
• be a loyal team member 
• be warm and approachable  
• safeguard and promote the welfare of children  



 
 
Applications 

Applications should include: 
• a covering letter addressing the position expectations and an outline of your career 

experience and suitability for this position 
• a curriculum vitae 
• three confidential referees  
• Working with Children verification (number and date of birth) 

 
The Anglican School Googong has statutory Child Protection responsibilities under revised legislation which 
became effective on 15 June 2013. Under the Child Protection [Working with Children] Act 2012 [NSW] and 
the Child Protection [Working with Children] Regulation 2013 [NSW] the School can only employ persons 
who hold a WWCC clearance from the NSW Office of the Children’s Guardian.  
 
Applications should be forwarded as soon as possible and no later than 30th September 2019 to 
Principal@tasg.nsw.edu.au 
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