
 
Executive Assistant 2019/20 

Start Date: July 2019 
 
About RISE Prep Mayoral Academy 
RISE Prep Mayoral Academy is a college preparatory K-8 public charter school located in 
Woonsocket, Rhode Island, where college preparation begins in kindergarten. Approved by the 
Rhode Island Board of Education in October 2014, RISE Prep opened our doors to our inaugural 
class of kindergarteners in September 2015. To ensure excellence and quality as RISE Prep grows, 
RISE Prep follows a slow growth model and will grow one grade each year until it reaches its full 
K-8 enrollment. In the 2019-20 school year, RISE Prep will educate scholars in grades K-4. Through 
a rigorous curriculum, highly structured learning environment, and character education RISE Prep 
Mayoral Academy ensures that all Kindergarten through 8th grade scholars achieve the academic 
skills, content knowledge, and character required for the path to college.  
 
RISE Prep joins Rhode Island Mayoral Academies in establishing intentionally diverse schools that 
enroll from both urban and suburban communities. We believe that part of our mission is to teach 
the importance and value of diversity within classrooms and communities. RISE Prep curriculum 
includes character education and community engagement in our model to ensure habits of service, 
helping, and kindness are fostered within our scholars to shape engaged and caring members of their 
communities.  
 
RISE Prep is built upon six critical elements: 

1. A rigorous college preparatory program focused on literacy and math 
2. A joyful culture with structure and discipline 
3. Recruiting and developing excellent teachers 
4. An extended school day (7:40AM-4:00PM M, Tu, Th, Fri, 7:40AM- 2:00PM Wednesdays) 
5. Partnerships with families and communities 
6. Use of data to strategically propel scholar achievement 

Responsibilities of the Executive Assistant  include (but are not limited to): 
● Managing the Head of School’s email 

○ Read and categorize email correspondence; respond directly to general emails, draft 
responses to more important emails, and categorize and flag emails that require the 
HoS’s personal attention 

○ Track and follow up on action items due to and from the Head of School 
● Manage the Head of School’s calendar 

○ Work with school teams to schedule meaningful meetings, preventing 
double-booking 

■ Account for logistical issues including multimedia needs and travel time 
■ Attend meetings and keep minutes when appropriate 



■ Schedule follow-up deliverables for all meeting participants 
■ Arrange for food at meetings as needed 
■ Ensure that meetings end on time 

○ Ensure that Head of School’s work priorities are reflected in scheduled work time 
○ Send and respond to all calendar invitations 
○ Book all travel arrangements as necessary 
○ Schedule logistics for all hiring phone  interviews, school visits, and demo lessons 

● Board Relations 
○ Create scheduling doodles for Board meetings and Subcommittee meetings 
○ Draft Board emails regarding scheduling and logistics 
○ Print board packets and set up Board meetings with required furniture and 

multimedia 
○ Track and schedule any action items after board meetings 

● General Duties 
○ Be available to research and answer any questions the Head of School may have  
○ Monitor and post to school social media accounts 
○ Maintain the Head of School’s physical and digital files 
○ Protect confidentiality at all times 
○ Manage email and phone requests for information from stakeholders 
○ Internalize the Head of School’s priorities and anticipate the Head of School’s needs 

through a strong sense of empathy and personal accountability 

Qualifications 

● Exceptional oral and written communication skills 
● Strong interpersonal, time management, decision-making, and problem-solving skills 
● Excellent organizational skills and attention to detail 
● Ability to handle and prioritize competing priorities in a fast-paced environment 
● Critical thinking skills and a desire to learn 
● A sense of humor and flexibility! 
● Proven ability to work as both a team member and a leader 
● Desire and ability to work with individuals of diverse backgrounds 
● Strong Passion for and commitment to RISE Prep’s mission 
● Advanced proficiency in creating, compiling, and tracking documents, spreadsheets and 

presentations, with familiarity of Google applications including Google Calendar, Drive, and 
Gmail 

 
 
 



Compensation 

The role of Executive Assistant is a full-time position. We offer a competitive compensation package and 
comprehensive health benefits. 

Be Part of the RISE Prep Team – Apply Today! 

To apply, please e-mail a cover letter and resume to careers@riseprepri.org and indicate in the subject line 
that you are applying for the position of Executive Assistant. 

Applications will be reviewed as they are received, and candidates are encouraged to apply as soon as possible.  

For more information about our school or career opportunities at RISE Prep, visit our website 
www.riseprepri.org 

As an equal opportunity employer, RISE Prep Mayoral Academy hires without consideration to race, religion, creed, color, 
national origin, age, gender, sexual orientation, marital status, veteran status or disability.  
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