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	Job Title
	Executive Assistant to the Dean

	Reports to
	Dean and School Secretary 

	Department
	The Dean’s Office

	Job Family
	Business Services 
	Level
	3



	About the School

	At London Business School, we strive to have a profound impact on the way the world does business and the way business impacts the world. Our departments work hard to ensure that we are continually delivering a world-class service, academic excellence and that our course offering maintains our place as a leading business school. 
With thought-leading faculty and dynamic learning solutions, we empower both businesses and individuals by offering a transformational learning experience that will broaden their professional knowledge and global mindset.  As well as offering postgraduate courses for the business leaders of the future, we run open and customised executive courses for professionals and corporate clients that help leaders identify the future focus and strategic direction of their businesses. 
With London in our hearts, we draw from its status as a financial, entrepreneurial and cultural hub to attract a diverse range of students and faculty, creating an abundance of opportunities to network with industry experts and alumni worldwide. 



	About the Department

	The Dean is the Chief Executive Officer of the School, and his Office provides him with direct support in carrying out the internally and externally facing aspects of this role.
The School Secretary is responsible for the School’s corporate governance, regulatory compliance, legal affairs, corporate planning and strategic projects. 



	Job Purpose

	The Executive Assistant provides high-quality, comprehensive support to the Dean in his role as the School’s Chief Executive Officer. The postholder manages the Dean’s schedule, correspondence, meetings, travel and external engagements, ensuring he is fully prepared for all commitments.
The role leads the two-person Dean’s Office and includes line management of the Executive Assistant, Dean’s Office. The postholder represents the Dean’s Office professionally, exercising sound judgement, discretion and strong stakeholder management at all times.



	Key Areas of accountability and Key Performance Indicators (KPIs)

	Events and Diary Management
Manage the Dean's diary, ensuring time is allocated in line with the School's priorities and operational needs.
Plan and coordinate all domestic and international travel for the Dean, including briefings and logistics.
Oversee events held at the Dean's House, working closely with the Dean's spouse, housekeeper and Catering.
Ensure all meetings, events and trips are fully supported with accurate, timely information and briefing materials.
Delivery and Support
Prepare clear and accurate speech outlines for the Dean, including research, data collation and background materials.
Maintain and develop the Dean's speech library and annual speaking schedule.
Draft, edit and proofread communications from the Dean to internal and external stakeholders.
Liaise with staff, faculty, students, alumni and external partners to ensure the Dean has the necessary information for all engagements.
Manage the Dean's correspondence and email inbox, ensuring timely responses and appropriate action by relevant departments.
Support the Dean in managing multiple and time-sensitive tasks, prioritising appropriately and following up as required.
Handle and redirect enquiries to the Dean professionally and efficiently.
Manage and process the Dean's expenses in line with School policies.
Collaboration 
Build strong working relationships across the School to ensure coordination and consistency of service delivery.
Act as a professional first point of contact for internal and external stakeholders, projecting a positive and reliable image of the Dean's Office.
People Management
Line manage the Executive Assistant-Dean’s Office, setting priorities, monitoring workload and supporting professional development.
Ensure effective coordination and high standards of delivery across the Dean's Office.
KPIs:
Accurate and effective management of the Dean’s diary, travel and events.
High-quality administrative and communications support for the Dean.
Strong, collaborative relationships across the School and positive feedback from stakeholders.
Effective line management and development of the Executive Assistant-Dean’s Office.








	Knowledge/Qualifications/Skills/Experience required 

	· Previous experience supporting a CEO or senior organisational leader.
· Strong planning and organisational skills with the ability to manage competing demands.
· Excellent written and verbal communication skills.
· High level of accuracy, attention to detail and grammatical proficiency.
· Strong relationship-building and stakeholder-management skills.
· Ability to work under pressure, use good judgement and operate with minimal supervision.
· Diplomacy, discretion and professionalism in handling sensitive information.
· Experience supervising or coordinating the work of others.










	Resources including team management 

	1 x Executive Assistant, Dean’s Office (Level 3)






	Staff
	1

	Budgets
	0

	Date Updated
	03 December 2025
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