
Receptionist 

Role Description: 

Providing prime responsibility of all matters of school business at the front desk and via telephone. 

Greeting visitors, students and families, answering and directing incoming phone calls, attending to 

students who require first aid. Being an active and engaged member of the greater life of the school. 

General Responsibilities - 

 Greeting/welcoming visitors, parents, students and others to our school

 Answering and directing all incoming phone calls

 Attending to sick or injured children who have been sent to the office for further 
investigation in sick bay (Crook Nook)

 Collecting and distributing daily mail (both internal and external)

 Maintenance of office supplies (stationary, first aid supplies etc)

 Receiving payments from school families (eftpos, cash, cheque)

 Administrative tasks including but not limited to; data entry, photocopying, laminating, 
filing, enveloping etc

 Ability to use a school database system

 Assisting with maintaining cleanliness of the staff room (Kooinda) and first aid (Crook Nook)

 Other duties as required by the Office Manager and/or Executive

 Availability to work some days during holiday/stand down periods (paid at casual rate).

Involvement in the life of our school - 

This will involve: 

 attendance at whole school staff meetings (currently 8.00 am Thursday)

 involvement in school events as required. For example, graduation ceremonies, school tours, 
information evenings, parent teacher interviews, school musicals etc

 maintaining familiarity with and following all school policies, procedures and protocols

Personal Attributes - 

The Receptionist will: 

 be a Christian who is striving to live a life in accordance with God’s word which is evident in

the way they live

 be willing and able to share their faith and how it impacts on their role within the School



 be an active member of a Church Community

 have a friendly and welcoming manner on the phone and in person

 have excellent people skills in dealing with a wide range of age groups and personalities

 show a commitment to and understanding of the Nepean school context

 work as a member of a team

 be supportive of the school’s vision

 serve as the ‘face of the school’ with an emphasis on welcoming visitors

 maintain the ability to work in the pressure of a school environment where there are

competing priorities

 show initiative in identifying and covering needs as required

 maintain excellent verbal and written skills

 maintain confidence in dealing with a range of clients including, staff, parents, students and

visitors

 maintain good relationships and interpersonal skills

 maintain confidentiality in issues relating to students, staff and parents

 hold a current WWC (Working with children check) and First aid qualifications

Qualifications: 

 Certificate III in Business Administration or equivalent desirable

Skills: 

 Time management/organisational skills

 Competance in utilising technology

 Microsoft Office

Previous Experience: 

 Minimum 2 years office administration experience desirable

Accountability: 

The Receptionist shall: 

 report directly to the Office Manager

Remuneration: 

 Level 2 Clerical staff (2015-2017 AIS Support and Operational Staff Award)

 38 hours per week (during term time)




