
 
 

 

President/Principal Executive Assistant 

Reports to:  The President  

Job Description:   
 

The Executive Assistant directly supports the President and Principal in their 

duties and responsibilities. Working cooperatively with the other administrators 

and Philanthropy Office personnel, the Executive Assistant helps implement the 

mission and philosophy of Bishop Kelley High School.  Contact with students, 

parents, visitors, and other school personnel requires a welcoming and positive 

attitude.  The job is a 12-month, full-time position that also requires occasional 

evening and weekend meetings.    

 
Job Responsibilities:  

 Maintaining the meeting schedules for the President and Principal.  
 Provide administrative support for the President and Principal including 

but not limited to the school’s strategic plan, school accreditation process, 
school administrative paperwork, special projects, information 
disbursement and coordinating/set-up of meetings, events, calendars and 
luncheons.  

 Serve as the President and Principal’s liaison with the faculty, staff, 
students, parents, alumni and other constituents.  

 Work with the BK Board of Directors Vice-Chair to coordinate 
communication with BK Board of Directors members and provide school 
data to the Board.   

 Maintain all records of the Board of Directors which includes attending 
and recording minutes of all Board of Directors, Committee and 
Subcommittee meetings.  

 Work with the President in accomplishing the goals of the Philanthropy 
Office.  

 Manage and create the annual teacher formative and summative 
assessments under direction of the principal.  

 Responsible for submitting all federal government Title I, II and IV forms 
under direction of the principal.  

 Assist other administrators and departments as needed.  
 Prepare statistical reports for various agencies.  
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 Prepare documents, spreadsheets, forms and presentations in both the 
Microsoft and Google Suites of products depending on the need.  

 Maintain professional development records for the faculty under 
direction of the principal.  

 Manage all appropriate faculty/staff information as directed by the 
President and Principal.  

 Assist with school mailings as needed. • Other duties as may be assigned.  
 
Critical Requirements:  

The job requires excellent written and oral communication and proofreading skills, a high 
level of computer skills, strong organizational skills, and an extremely high level of 
confidentiality.  

To apply:  Send cover letter and resume to Deb Butler at dbutler@bishopkelley.org .  
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