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Executive Assistant to Head of Primary School
Job Description

(29t August, 2025)

Role Description

The Executive Assistant to the Head of Primary School plays a vital role in supporting the smooth
running of the school by providing high-level administrative and organisational assistance. In a
Steiner setting, this position not only requires strong attention to detail and efficiency but also
sensitivity to the values and ethos of Steiner education. The Executive Assistant manages the Head
of Primary’s calendar, correspondence and meeting preparation, while also coordinating staff
communications, events and parent engagement. By acting as the first point of contact for
enquiries, the role ensures clear and timely information flows between staff, parents, and the school
leadership team.

Alongside these responsibilities, the Executive Assistant oversees a range of administrative
functions that underpin daily school operations. This includes maintaining accurate student and
staff records, supporting relief and timetable arrangements, assisting with compliance and
reporting requirements, and ensuring financial and resource processes run smoothly. In a Steiner
school environment, where the holistic development of children is central, the Executive Assistant
also supports the Head of Primary in nurturing a warm, welcoming, and well-organised
environment for teachers, students, and families alike.

Support Head of Primary

Create termly meeting agenda for teachers/specialists and entering into Head of Primary
School’s calendar along with Festival dates, plays, etc.

Create PS Faculty meeting agenda, attend weekly meetings, taking the minutes and action all
administrative items designated to Head of Primary School. Create Food, Venue, Facilitator,
etc. Roster for Faculty Meetings.

Liaise with the Finance Coordinator to create class/specialist budgets in easy-to-read format,
check entries and distribute at the beginning of each term and mid-term. At the end of the
year, collate Budget requests and enter into a spreadsheet.

Keep dates current on the Sentral calendar and each week in the faculty minutes. (Class play
dates, teacher/parent evenings, festivals, camps, excursions etc.).

Assemblies — confirm dates with Head of Primary School, book the space, confirm classes
presenting, arrange music and any props needed, arrange on MaintainX for FGM to clear the
space (and restore), contact HS (usually Drama teachers) to let them know we will be using
the space

Arrange Zoom meetings and handle all correspondence with overseas Interns.



In Executive Assistant to Head of School’s absence, arrange and oversee interviews for
applicants for class-based roles, follow up with referee checks for successful applicants.

Identify and collate all documents relating to Festivals and Events and upload to SharePoint.
Support Primary School festivals and events and attend when time permits.

Provide high level administrative support to the Head of Primary School as required e.g.
Drafting letters and emails to staff and parents, contacting external contractors for camps,
incursions and suppliers, managing Outlook Calendar.

Staff Covers/Relief

Arrange all covers for absent staff — daily absentees, LSL, Wellness Days, etc.
Ensuring DOTT times are maximised by giving cover extra work.
Ensure duties are covered.

Create and record PS relief on the spreadsheet for Finance (post to Teams weekly) Share
spreadsheet with Head of Early Childhood.

Maintain the Primary Staff Relief list, ensuring information is correct for who is available and
on which days.

Every morning sends an email to all staff regarding absentees and covers for the day.

Camps

Liaise with Head of Primary and Class Teacher regarding camps.
Book accommodation, transport, hire bikes and all activities.

Create Parent Information and Camp guideline/activity booklets, provide permission and
health forms to parents to update and then collate for teachers.

Scan and store completed permission slips and camp documentation.
Arrange for duty covers for staff on camp.

Identify staff not on Camp who would usually teach that class and arrange for alternative
work/duty covers.

NAPLAN

NAPLAN Coordinator with all duties as listed throughout the year on NAPLAN updates sent
from SCSA.

Arrange and distribute correspondence to parents and teachers.
Ensure all withdrawn, special needs, absent students are entered before cut off dates.

Ensure papers are sorted into individual classes noting those with special conditions,
absentees, withdrawn students, etc.

Set up Class 9 online platforms on NAPLAN database and create test sessions (covered in
NAPLAN Administrator training).

Ensure calculators, pencils etc are available to the classes on test days.
Download student test results and arrange upload to Sentral.
Post out NAPLAN ISR’s to parents/guardians.

School Swimming

Book swimming with In Term Swimming department.
mail information to parents.
Organise bus transportation.



Organise and collate signed permission forms and arrange for swimming instructor to collect
from school.

Email class teachers with all logistical arrangements for the two weeks of swimming lessons.

Arrange cover for staff duties (those staff who will be with the children during swimming
lessons).

Liaise with Sport Coordinator in High School and School Development Coordinator to arrange
grant approvals.

Reports

Print copies of previous year’s relevant Semester reports for teachers to adjust Outcomes.
Liaise with Head of HS to enter correct Outcomes on Sentral.
Assist teachers with technical support on how to complete reports in Sentral.

Check that all sections are completed and add absentee dates before releasing to parents on
Sentral.

Timetables

Assist in creating timetables, maintaining and making all changes for both Teachers and EAs,
calculating DOTT and other non-instructional times for teachers and finalizing EA timetables.

Create the Duty Roster, noting available minutes and days available for all teaching staff, and
maintaining the Roster.

Update Payroll with all changes throughout the year.

Staff Professional Development

Research courses for PS Staff.

Book and arrange payment for all courses.
Follow up PD requisition forms.

Arrange relief if required.

Maintain PS Professional Development register.

Miscellaneous

Managing excursions, creating permission slips, venue booking and ensuring the class has
transport, collating permission slips when returned by parents/guardians.

Oversee facilities booking in Sentral.
Maintain a register of Wellness Days for teachers.
Maintain a register of DOTT owed to teachers.

Collating dates for class plays, Parent/Teacher evenings (enter into Head of PS calendar and
into Sentral). Inform Executive Assistant to Head of School of dates to enter into Head of
School’s Calendar and the Pabulum.

Ensure all purchases for resources for teachers are forwarded to the Receptionist along with
the signed requisitions.

Organise cards and gifts for staff and volunteers as requested.

Make enquiries for excursion/incursions such as Musica Viva, Kings Park excursions etc and
bookings with venues (Perth Mint, etc).

Organising New Start bookings with new staff members.
Setting up for PD activities e.g. tables, stationery, projector, etc.



Type up notes taken on Head of PS class visits and uploading to OneNote.
Queries from parents re: NAPLAN information and results, school reports, etc.
Liaise with HS as to when the school bus is available for PS to use to maximise usage.

Ongoing project — updating SharePoint folders Camps, Events (Festivals, Open Days, etc),
NAPLAN, etc).

Other ad hoc duties as required.



