
  

Breaking the link between family income and educational achievement 

Executive Assistant  
The Education Endowment Foundation isn’t just a grant-funder, nor just a research organisation. What we are is a charity with a 

moral imperative – to support teachers and senior leaders to raise the attainment of 3-18 year-olds and close the disadvantage 

gap – which roots its response to this educational challenge in the best available evidence. 

Find out more at the EEF website. 

 

 

Its importance to the EEF 

The Executive Assistant role is to provide executive 

assistant support to the CEO, focused on diary management 

and travel arrangements. This entails interacting with a 

wide variety of external stakeholders and responsibility for 

managing a range of day-to-day duties in a fast-paced 

setting. As part of a small team, the Executive Assistant will 

also participate in activities facilitating the smooth running 

of the EEF.   

Your main responsibilities  

Executive Assistant 

• Act as a first point of contact for CEO, screen 

telephone calls, enquiries & requests, handle and 

ensure that all requests are responded to 

professionally and promptly 

• Providing EA support to CEO and Deputy CEO (incl. 

diary management, meeting arrangements, 

expenses and travel arrangements) 

• Prepare meeting agendas, perform research for 

meetings and take minutes during meetings 

• Communicate with Board Members, schedule 

Board Meetings and arrange meeting agendas 

• Organise media appearances and events 

• Oversee the CEO’s correspondence, with utmost 

professionalism and discretion 

• Maintain a strong working relationship with other 

teams and liaise with other staff members on 

behalf of senior management 

• Perform reception duties such as answering phones 

• Handle some HR, payroll and recruitment duties 

liaising with the HR manager  

• Supporting other members of the team with 

specific tasks, as and when required.  

• Mentoring and delegating tasks to the Business 

Apprentice 

Communications 

• Act as the EEF’S first point of contact, by providing a 

responsive and efficient service for general external 

and internal telephone, email and mail inquiries 

• Assisting with communications and media activities 

 
Governance 

• Organising and collating information for committee 

meetings. 

• Minute-taking at committee meetings. 

 

Events 

• Supporting with organisation of events including 

seminars, roundtable events and conferences. 

 

Your team  

You will be reporting directly to the CEO but will also be 

joining a small and dynamic team that covers Finance, 

Human Resources, IT and Business Operations. The Finance 

and Administration team play a critical role by running day-

to-day operations, providing expertise and information 

necessary for the continued operational delivery of EEF’s 

mission and objectives. They maximize the impact of EEF’s 

resources and ensure is a well-run, high performing, agile 

and focused on delivering excellent results throughout the 

organisation.

The role 

 

 

https://educationendowmentfoundation.org.uk/


 

 

To apply for this position, you must be able to demonstrate:  

• Ideally, be educated to a Degree level with proven experience as an 

Executive Assistant 

• Adept at building and maintaining positive relationships with all 

stakeholders, work with and relate to people at all levels. 

• Exceptional verbal and written communication skills, including presentation 

skills, communicating with stakeholders, reports, support materials, 

correspondence and policy briefing/paper writing skills 

• High attention to detail 

• Highly professional and with proven experience of confidentiality in role 

• Intermediate / advanced knowledge of Microsoft Office Suite, including use 

of Word, Excel, PowerPoint, and Outlook 

• Strong organisational and problem-solving skills with the ability to multi-task 

• Ability to work collaboratively as part of a team and independently, able to 

use own initiative.  

• A flexible and adaptable approach to accommodate the varying aspects of 

the role, able to prioritise tasks and work to deadlines 

• A genuine interest in the education sector and a commitment to the aims and mission of the EEF 

In addition, there are a few desirable skills for this role which could help you to stand out. Great if you already have them, but 

we don’t expect any candidate to have them all, and will provide training as required for the right candidate: 

• Experience of managing a range of multiple projects  

• Experience of working in educational, charity and not for profit setting 

The main responsibilities of this role are as described here. As our needs as a charity change, we may need to make reasonable 

changes from time to time, in consultation with you. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

What we’re looking for 

How the role fits into your team and the EEF 

Team: Finance and Administration 

Line manager:  
CEO  

EEF organisational structure 

CEO 

Executive Assistant  

Board of Trustees 

Chief Executive & Deputy CEO 

Eight teams: Programmes | Evaluation | Toolkit, Reporting 

& International | Dissemination & Impact | Policy | Development 

& Communications | Finance & Administration | National Tutoring 

Programme 
Business Administration Apprentice 



 

 

Location: Central London [due to COVID-19 operating 

remotely for the foreseeable future] 

Contract: Full time, Permanent  

Salary: £25-27k, plus benefits (D.O.E) 

Key benefits available to all EEF staff: 

• flexible start and end working times (core hours 

between 10am and 4pm) 

• flexible working opportunities 

• 27 days’ holiday a year (plus 8 bank holidays)  

• pension matched with 5% employer contributions 

• life insurance cover 

• interest-free season ticket loan and cycle scheme 

• enhanced maternity, paternity, adoption and shared 

parental leave pay (conditions apply) 

• confidential Employee Assistance Programme to help 

you deal with any personal and professional problems 

Diversity and inclusion: 

The EEF is committed to creating a diverse environment 

and ensuring that all qualified applicants receive equal 

consideration for employment. We are committed to fair 

and inclusive recruitment practices and are open to job 

shares, secondments, part-time, and flexible working 

schedules. 

 

Things to know: 

• All EEF staff are subject to a check by the Disclosure 

and Barring Service (DBS).  The level of check which will 

apply shall be an “Enhanced” level check.  

• We regret that we are unable to sponsor visas for 

applicants from outside of the EEA.    

 

 

If you’re interested in this position, please submit an 

application via https://bit.ly/2FSLqcq. 

Key date: 

Application open:  21 September 2020 

Applications close: 12:00 (BST) on 4 October 2020 

First round interviews for short-listed candidates: w/c 12 

October 2020. 

We reserve the right to change the closing date depending 

on the number of responses received. Please submit your 

application as soon as possible to ensure it is considered in 

the selection process. 

If you have a disability and can demonstrate that closing 

this post early would impact on your ability to submit an 

application in time, please contact our Human Resources  

 

team to request arrangements for an application to be 

submitted within the original time frame. 

Equal opportunities monitoring form: 

The EEF is committed to create a workforce that is diverse, 

promotes inclusion and supports everyone to progress and 

achieve, regardless of background characteristics. 

To assist us in understanding how we are progressing to 

meet these aims and to identify areas for further focus, we 

are seeking your support to collect information to produce 

and monitor equal opportunities aggregate statistics. 

Please complete the Equal Opportunities section of the 
application process. Completing the form is not mandatory 
and will not affect or be linked to your application. 

Contact us  

Thank you for your interest in working at the Education 

Endowment Foundation (EEF). If you have any queries, 

please contact us at recruitment@eefoundation.org.uk  

 

Working at the EEF 

 

 

 

How to apply 

https://bit.ly/2FSLqcq
mailto:recruitment@eefoundation.org.uk

