
POSITION ANNOUNCEMENT:
EXECUTIVE ASSISTANT TO THE HEAD OF SCHOOL

Saint Ann’s School is seeking an Executive Assistant to the Head of School beginning August 15,
2022. This is a fast-paced position that requires attention to detail, con�dentiality and discretion, and
a proactive approach to supporting the needs of school leadership. Successful candidates will be able
to function with a high degree of independence and problem-solving capabilities in managing the
Head of School’s schedule and coordinating with multiple o�ces and administrators across the
school. This position requires tact, diplomacy, patience, strong interpersonal and written
communication skills, and a love of learning and children.

ABOUT SAINT ANN’S SCHOOL

Saint Ann's is among the largest and most selective independent schools in New York City, known for
the breadth and depth of its curriculum in academic disciplines and the visual and performing arts.
Since its founding in 1965, Saint Ann’s has embraced a commitment to education for its own sake,
oriented to the capacities of each individual student, free of the encumbrances of formal grading,
prizes, and rankings. The lives of our graduates speak powerfully to the potential of an education
based on these principles to ignite a love of learning and sustain creative energy in every �eld of
endeavor. We accomplish this by bringing together talented teachers with creative and motivated
students. Seeking to create a community rooted in trust and equity, we invite each other to take risks,
pursue knowledge, and celebrate growth. Recently, Saint Ann’s has made a commitment to centering
anti-racism in the life of the school.

RESPONSIBILITIES

● Manage Head of School’s o�ce and maintain calendar and appointments in a fast-paced
setting with multiple simultaneous tasks; set priorities and where appropriate redirect meeting
requests answer/screen phone calls, email, and serve as a warm and welcoming presence for the
Head of School O�ce.

● Work closely with the School’s Core Administration on all school matters, including budget
process, hiring, evaluations and admissions.



● Coordinate all aspects of events hosted by the Head of School for students, parents, and other
members of the school community.

● Provide scheduling and logistical support for Associate Head of School and Dean of Faculty.
● Work closely with the Director of Advancement on fundraising and alumni matters that

involve the Head of School, including meeting scheduling, gift acknowledgement, and
stewardship.

● Coordinate with Board Liaison (who has primary responsibility for scheduling of and
preparation of  Board of Trustee and committee meetings).

● Support institutional initiatives as needed, such as  Decennial Re-Accreditation and Five-Year
Review, including scheduling/logistics for visiting committees

● Schedule and develop weekly one-on-one Core administrator, division head and department
chair meetings.

● Handle matters that may arise with students, parents, faculty and sta�.
● Assist in the planning and implementation of school-wide events including faculty meetings,

parent evenings, faculty and sta� gatherings, Alumni Day, Graduation, and others as needed.
● Maintain and organize Head of School records, �les, correspondence, etc.

PERSONAL AND PROFESSIONAL REQUIREMENTS

● Bachelor’s degree.
● Minimum 3-5 years nonpro�t Administrative Assistant or Executive Assistant experience;

independent school experience a plus.
● Professionalism and ability to serve as an advocate of the school at all times.
● Must be able to handle con�dential matters with discretion.
● Must have excellent interpersonal, communication and writing skills.
● Comfortable with technology (pro�cient with MS O�ce (Word, Excel, PowerPoint), Google

Suite (Calendar, Slides, Sheets, Docs.), Adobe Creative Cloud and Zoom.
● Ability to work year round, Monday through Friday, roughly 8am-5pm and periodic evening

and weekend work, as needed.

COMPENSATION

A competitive compensation package, commensurate with level of experience, plus bene�ts.



TO APPLY

Interested applicants should send a cover letter that speaks directly to the school’s mission (you can
learn more about us at https://saintannsny.org/) and a resume to
HOSAssistantPosition@saintannsny.org. Candidates who identify as members of historically
underrepresented groups are strongly encouraged to apply. Application deadline May 31. Anticipated
start date of August 15, 2022.

NOTICE OF NONDISCRIMINATORY POLICY

Saint Ann’s School admits students of any race, color, religion, creed, gender, disability, national or
ethnic origin, sexual orientation or any other category protected by applicable federal, state or local
law, to all the rights privileges, programs, and activities generally accorded or made available to
students at the School. The School does not discriminate on the basis of race, color, religion, creed,
gender (which includes a person’s actual or perceived sex, as well as gender identity and expression),
age, marital status, disability, national or ethnic origin, sexual orientation, familial status, predisposing
genetic characteristics, actual or perceived domestic violence victim status, unemployment status,
caregiver status or any other category protected by applicable federal, state or local law, in carrying on
its educational activities or in administration of its educational policies, admissions policies,
employment policies, �nancial aid programs, and athletic and other school administered programs.


