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Position Summary

The Executive Assistant provides high-level administrative support to the Head of School, Deputy Head of
School/Director of Finance,and Director of Learning, ensuring the smooth operation of their offi ces. This role requires
strong organizational, communication, and problem-solving skills. The Administrative Assistant works across several teams
and so their ability to proactively manage multiple priorities with discretion and professionalism is vital.
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Reports to & Evaluated by
HR manager

Responsibilities
1. Executive Support

e Provide comprehensive administrative support to the Head of School (HoS), Deputy Head of School (DHoS), and Director
of Learning (DoL), including managing calendars, scheduling meetings, and handling correspondence.

e Prepare and organize materials for meetings, presentations, and reports.

e Maintain accurate records, including confidential personnel and school-related documents.

e Assist in drafting communications, reports, and presentations as needed, especially when Japanese translation is
required.

2. Financial & Administrative Support for the Director of Finance

o Assist with administrative tasks related to financial operations, budget planning, and expense tracking.
e Support invoice processing, purchase order documentation, and financial record-keeping as needed.
e Conduct research and compile financial reports and presentations for internal and external stakeholders as requested.

3. Board of Trustees Support

e Provide administrative support for the Board of Trustees, including scheduling meetings, preparing materials, and
distributing agendas.

e Attend Board meetings, take detailed minutes, and ensure timely distribution of records.

e Maintain and organize Board-related documents and records.

e Serve as a point of contact for Board members regarding administrative matters.

4. Professional Travel Coordination (Professional Development Logistics Support)

e Oversee and manage all professional travel arrangements for staff attending approved conferences and professional
development opportunities, as well as visiting consultants.

e Research and book flights, accommodations, transportation, and event registrations, ensuring cost-effectiveness and
compliance with school policies.

e Prepare and track and submit travel documentation, including itineraries, budgets, and reimbursement requests.

e Serve as a liaison between staff and travel agencies, ensuring smooth coordination of travel plans.

5. Event & Meeting Coordination

e Support the planning and coordination of school-wide events, including professional development workshops, leadership
team meetings, and special school functions.

@ Assist in organizing logistics such as venue booking, catering, materials preparation, and guest coordination.

e Coordinate and lead the weekly calendar planning meeting with representatives from across the school.

e Take meeting minutes and distribute action items as needed.

6. Support for School Initiatives & Projects

e Assist in data collection and organization for school improvement initiatives.
e Provide administrative support for accreditation processes, strategic planning, and other special projects as needed.

7. Communication & Office Management

e Screen and direct calls, emails, and inquiries appropriately.
e Maintain office supplies and ensure the efficient operation of the administrative office.

CA Mission & Values
All employees are expected to perform the duties of their employment conscientiously and in alignment with the School’s
Core Values, Mission, and Objectives.

Child Protection

It is the goal of the Canadian Academy to maintain a school environment for all students free from abuse. All Canadian
Academy employees share a collective responsibility for the safety of Canadian Academy students. No Canadian Academy
employee may engage in any activity constituting abuse.

Aligned with the recommendations of the International Task Force on Child Protection, we hold ourselves to a high standard
of effective recruiting practices with specific attention to child protection.

Working Conditions & Benefits

o Full-time, 10-month (school year) position.
o Competitive salary and benefits package.
e Opportunity to work in a dynamic and multicultural school environment.
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Qualifications & Experience

e Bachelor’s degree or equivalent work experience in administrative support.

o Minimum 3 years of experience as an executive assistant, administrative coordinator, or in a similar role.
e Experience in an educational or international school setting is preferred.

e Strong organizational and time-management skills, with the ability to multitask effectively.

e Excellent written and verbal communication skills in English and Japanese.

e Proficiency in Google Workspace and scheduling tools.

e Ability to handle confidential and sensitive information with discretion.

e Strong problem-solving skills and a proactive approach to challenges.

e Japanese Language Fluency
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