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EXECUTIVE ASSISTANT TO CEO / DIRECTOR OF OPERATIONS 
REF. NO. KKCL-SS17-HRAI 
 

About us 

KKCL has been welcoming English language students for close to fifteen years. We are dedicated to providing 
quality English language courses for adults as well as innovative programmes for teenagers and young learners. 
 
We are accredited by the British Council, top-rated by the Independent Schools Inspectorate (ISI) - exceeding 
expectations in all three assessment areas - and a member of English UK. These accreditations and memberships 
show our commitment to the highest standards of education and welfare. 
 
Our flagship school is located in a Grade II listed building in Harrow - originally a 19th-century village school house. 
You will find the school has excellent modern facilities, bright, cosy classrooms, a comfortable student lounge, and 
our own stylish cafeteria serving a wide variety of international food. The school is less than 5 minutes walk away 
from the Piccadilly line into central London. 
 
This summer we have taken up residence in one of the most prestigious boarding schools in Britain – Harrow 
School. Established in 1572 and steeped in history, Harrow School has been synonymous with wealth & privilege for 
centuries. Our students will follow in the footsteps of the giants of old, to live like Harrovians just as Lord Bryon and 
Prime Minister Sir Winston Churchill once did. 

Number of employees 

20 during off season  
80-100 during summer months 

Tasks 

You will provide administrative support to the Senior Management team. This is an excellent opportunity 
to gain insight into working for a top rated language school and gain access to the CEO and Director of 
Operations which itself will be highly rewarding work experience.  
 
Your role may include any of the following tasks:  
•    Organising and maintaining diaries and making appointments. 
•    Screening phone calls, enquiries and requests, and handling them when appropriate.  
•    Meeting and greeting visitors at all levels of seniority.  
•    Ensuring that appointments are managed effectively and staff informed when meetings overrun. 
•    Producing documents, briefing papers, reports and presentations  
•    Ensuring team members are well prepared for meetings, collating and distributing relevant papers.  
•    Arranging travel and accommodation.  
•    Liaising with clients, suppliers and other staff.  
•    Processing of expenses and preparing invoices for sign off.  
•    Managing the filing, printing and loading to CRM and other internal system. 
 

Skills needed 

 Educated to degree level, high academic achievers preferred.  
 Proactive and the ability to maintain a high level of confidentiality and discretion at all times. 



 

 

| KKCL | Tel: +44 (0)20 8869 0910 | Email: info@kkcl.org.uk | Web: www.kkcl.org.uk| 

 Excellent attention to detail is crucial 
 Proactive attitude to problem-solving and prevention 
 Ability to analyse data 
 Strong written and verbal communication skills plus the ability to deal clearly and professionally with 

the general public by telephone and email are essential.   
 Strong interpersonal skills and a desire to succeed in a fast paced environment 
 Self Starter who maintains high levels of motivation and demonstrates resilience 
 Strong analytical skills & the ability to work unsupervised 
 Good time management skills 
 Ability to co-ordinate works with other departments/companies to meet specific deadlines 
 Self motivated to constantly look to improve departmental processes, quality and 

performance standards 
 Dedicated, enthusiastic and conscientious approach to all tasks set 
 Computer proficient with Microsoft Word & Excel and ability to learn new systems quickly 
 Strong administration and organisational skills 
 All staff are required to be co-operative and flexible 

 

Duration  

June to August 2017 

Office languages 

Fluent in written and spoken English 

Location 

Harrow-on-the-Hill / Harrow, London  

Remuneration  

From £7.50 per hour depending on experience  

(plus free staff lunch provided)  

Office hours 

Monday to Friday  

8am to 5:30pm 

 

 

 


