
!               ADMINISTRATIVE ASSISTANT to the PRESIDENT 
Position Description 

  

The Administrative Assistant to the President reports to the President/Head of School.  This 
position collaborates frequently with the Director of Advancement and other departments and 
external constituents in the Northwest Catholic High School community.  This position is focused 
on supporting the President in his duties and being an ambassador for Northwest Catholic with 
many audiences.   

Primary Responsibilities: 

1. Serve as the primary administrative support for the President & Head of School to include, 
but not limited to: 

✓ Managing the President’s schedule and travel calendar as needed 

✓ Coordinating the meeting schedule of the President and his direct reports 

✓ Serving as the primary receptionist of the President and the Advancement office 

✓ Manage significant amounts of highly sensitive and confidential information for the 
President and Advancement office  

✓ Schedule meeting spaces within the building  

✓ Maintain staff personnel files for the President 

✓ Provide database support to the Advancement office 

2. Coordinate the master school calendar and interface with Directors and Deans on this 
important function. 

3. Serve as the recording secretary of the NWC School Board at five evening meetings during 
the academic year and be available for some major donor evenings as directed by the 
President. 

4. Provide additional administrative support to the Director of Advancement as needed and 
assist with special projects related to mailings, database functions, events, etc 

5. Provide administrative back up as needed to the Deans of Academics, Student Life and the 
front office 

6. Provide reporting for the President to the Archdiocese of Hartford 
7. Maintain impeccable files and organizational management for the President 

Requirements:  Minimum Education - BA or BS 4 year college or university degree.  A highly 
motivated and engaging individual who is familiar with a variety of software and social media 
programs.  An ability to attend quarterly evening meetings in support of the President. This 
individual must have exemplary social skills, strong written and verbal communication skills, be 
detail oriented, organized and literate with many types of computer programs.  An ideal 
candidate is enthusiastically committed to the mission of Northwest Catholic and Catholic 
education. 



  

Experience and Preferences:  An ideal candidate will possess a minimum of three year’s full time 
experience with a non-profit or private or Catholic school. Three years of full time corporate 
experience would also be acceptable.  Individuals with background in the non-profit 
advancement and fundraising industry will be strongly considered. 
  
Northwest Catholic High School is a co-educational, Archdiocesan High School in West Hartford, 
CT. Established in 1961, it is a recognized national School of Excellence with an enrollment of 
540 students.  Its diverse population includes 27% minority and 4% international students. 
Over the last 10 years, an average of 95% of graduates have gone on to higher education at 4 
year colleges and universities. 
  
Northwest Catholic is firmly rooted in its Catholic mission and any candidate must be willing to 
support the school’s mission in the course of promoting it to our external constituents and 
publics 

MISSION STATEMENT:  
Northwest Catholic High School is a Catholic, coeducational, diverse, college preparatory school 
whose mission is to foster in young people a faith in God which gives meaning and direction to 
life; to challenge and guide them in the pursuit of spiritual, academic, and physical excellence; 
to develop versatile leaders; to cultivate in them the desire to serve God and others; and, to 
promote justice in a global world.   

Salary & Benefits:  Salary for this 12 month position is competitive and commensurate with 
experience.  Insurance and other benefits are in accordance with the Archdiocese of Hartford 
employee benefits program.  


