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St. Paul’s School for Girls is pleased to announce an opening for a full-time Upper School 
Office Manager to start as soon as possible.  
  
St. Paul’s School for Girls 
 
St. Paul's School for Girls is an independent, college-preparatory school with over 400 in grades 
5-12 located on a coordinate campus serving girls and boys from six weeks through 12th grade. 
St. Paul’s School for Girls educates hearts and minds in an inclusive community that is grounded 
in the Episcopal values of respect, integrity, and spiritual growth. We empower voice, nurture 
intellectual curiosity and creativity, and inspire confident leaders who serve in the world. 
 
Position Description 
 
As the first point of contact for the upper school administrative team, this position is crucial to 
setting a positive, professional and collegial tone for our school community. The primary 
responsibilities of this position will include calendar coordination for academic administrators, 
prepping for upper school events, screening calls and keeping organization with upper school 
office for students and faculty.  The ideal individual will have the ability to exercise good 
judgment in a variety of situations, with strong written and verbal communication, 
administrative, technology and organizational skills, and the ability to maintain a realistic 
balance among multiple priorities. The Executive Assistant will have the ability to work 
independently on projects, from conception to completion, and must be able to work under 
pressure at times to handle a wide variety of activities and confidential matters with discretion. 
 
Job Responsibilities 

 Creating and maintaining a professional, welcoming, and collegial atmosphere with an 
eye on organization and sensitive handling of confidential information. 

 Completes a broad variety of administrative tasks for the US Head including: managing 
an extremely active calendar of appointments; completing expense reports and 
composing and preparing correspondence that is sometimes confidential;  

 When necessary, communicates directly, and on behalf of the Upper School Head with 
students, parents, faculty, staff and other internal and external community members.   

 Organize substitute coverage for absent faculty, ensuring all classes are covered and 
paperwork is completed.   

 Help to supervise Upper School students before and after school ensuring they are 
where they need to be.  

 Answer and screen incoming phone calls, forward calls to appropriate individuals and 
take messages.  

 Assist faculty in scheduling field trips, including contacting bus services, getting contact 
information, distributing information to parents, etc.  

 Manage office machines by ensuring necessary supplies, calling maintenance and 
advising administrators if there are increased issues.  

 Assist teachers coordinate locker assignments during the summer for all incoming and 
returning Upper School students. 

 Assist with scheduling faculty and coordinating student activities for Upper School 
transition week and orientation.   
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 Assist administrators with coordination of events such as Back to School night, Parent’s 
Night, parent/teacher conferences, professional development days and other special 
lunches and/or meetings, as requested. 

 Performing all clerical tasks including typing, filing, copying and mailing for Upper School 
office and Upper School Head. 

 Coordinate with Middle School Executive Assistant in all school-wide activities. 

 Other duties as assigned. 

Key Qualifications 

 One to three years of experience in an administrative role preferred. 

 Strong technology skills, including Microsoft Word, Excel and Outlook email systems. 

 Enthusiasm for engaging fully in the life of the school, beyond administrative 
responsibilities 

 Ability to function well both independently and in a team setting. 

 Strong interpersonal, communication, writing, and organizational skills. 

 Demonstrated professionalism: ability to meet deadlines, lead initiatives, be proactive, 
and communicate with all constituencies of school community. 

 Ability to multi-task and manage various projects at one time. 

 Ability to handle confidential information. 

 A desire to team with other educators and professionals who strive for excellence. 

In addition to your full-time role, SPSG employees are encouraged to contribute in other 
significant ways to the work of the community.  The School is especially interested in candidates 
with coaching experience and/or those who are able to demonstrate initiative and serve as 
coaches in a variety of significant ways outside of the office.  Full-time employees are eligible to 
participate in SPSG’s comprehensive benefits program which includes, but is not limited to, 
medical, dental, vision, disability and 403(b).  Other supplemental benefits include free lunch, 
fitness center and tuition remission.   

This is a 12 month position.  Interested candidates can send their cover letter, resume and list of 
references to Shannon Duckett, Human Resources Director, at sduckett@spsfg.org.  SPSG is an 
equal opportunity employer. 
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