
 

Executive Assistant 

FORWARD Girls Leadership Academy​
Cleveland, Ohio​
Reports to:Head of School (CEO/Principal) 

Position Summary 

The Executive Assistant (EA) at FORWARD Girls Leadership Academy is a strategic, 
highly trusted partner to the Founder & Head of School. This role is central to the 
smooth functioning of the school’s leadership operations and serves as a key connector 
across internal teams, external partners, board members, and families. 

More than an administrative role, the Executive Assistant is a culture carrier, problem 
solver, and operational anchor—ensuring that the Founder can lead with clarity, focus, 
and impact. This position requires exceptional organizational skill, discretion, initiative, 
and the ability to anticipate needs in a fast-paced, mission-driven environment. 

The ideal candidate is detail-oriented, emotionally intelligent, deeply professional, and 
passionate about education, equity, and empowering young women. 

Core Responsibilities 

Executive & Administrative Support 

●​ Serve as the primary administrative partner to the Founder & Head of School. 
●​ Manage complex calendars, scheduling, and meeting logistics. 
●​ Draft, organize, and manage correspondence, reports, and internal documents. 
●​ Prepare agendas, materials, and follow-ups for leadership meetings. 
●​ Track deadlines, deliverables, and priorities across multiple initiatives.​

 

 



Communication & Relationship Management 

●​ Serve as a first point of contact for key stakeholders, including board members, 
partners, families, and staff. 

●​ Manage professional communication with warmth, clarity, and discretion. 
●​ Support the coordination of leadership communications, announcements, and 

internal updates. 
●​ Maintain confidentiality and professionalism in all interactions.​

 

Board & Governance Support 

●​ Support board operations, including meeting scheduling, materials preparation, 
and documentation. 

●​ Track board deliverables, committee meetings, and governance calendars. 
●​ Maintain organized records of board communications, resolutions, and 

compliance materials.​
 

Project Management & Systems Support 

●​ Support school-wide initiatives by tracking tasks, timelines, and deliverables. 
●​ Create and maintain systems for document organization, workflows, and internal 

processes. 
●​ Support special projects, launches, and strategic initiatives as assigned. 
●​ Anticipate needs and proactively solve problems.​

 

Culture & Community Support 

●​ Serve as a culture ambassador, modeling professionalism, care, and excellence. 
●​ Support onboarding processes for new staff. 
●​ Help create a welcoming, organized, and efficient environment. 
●​ Support school events, leadership meetings, and community engagements.​

 

Qualifications 

Required Qualifications 

●​ Bachelor’s degree or equivalent professional experience.​
 



●​ Minimum of 3 years of experience in executive support, administrative 
leadership, or operations. 

●​ Exceptional organizational, time-management, and communication skills. 
●​ High level of discretion, integrity, and professionalism. 
●​ Strong technology skills (Google Workspace, scheduling tools, document 

systems).​
 

Preferred Qualifications 

●​ Experience working in education, nonprofits, or mission-driven organizations. 
●​ Experience supporting senior leadership or founders. 
●​ Project management experience. 
●​ Familiarity with charter school or school operations. 
●​ Strong writing and editing skills.​

 

Core Competencies 

●​ Executive-level organization and prioritization 
●​ Anticipatory problem-solving 
●​ Relationship management and emotional intelligence 
●​ Discretion and confidentiality 
●​ Systems thinking 
●​ Attention to detail 
●​ Clear and professional communication 
●​ Calm under pressure​

 

Why Join FORWARD 

The Executive Assistant at FORWARD Girls Leadership Academy plays a vital role in 
shaping the school’s success from the inside out. This is an opportunity to work 
alongside visionary leadership, contribute to a bold educational mission, and help build 
a nationally distinctive school model. 

This role is ideal for someone who thrives in dynamic environments, values 
purpose-driven work, and wants to be part of something transformational. 
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