
Receptionist/Administrative Assistant 
Job Description 

Job Title: Receptionist/Administrative Assistant 
Reports to: School Operations Manager 
Subordinates: N/A 

SUMMARY: 
The job of Receptionist/Administrative assistant was established for the purposes of providing 
school office administrative and secretarial support to the School Operations Manager and duties 
as may be requested by the Principal. This individual must possess a thorough understanding of 
the Christian philosophy of education. 

ADMINISTRATIVE RESPONSIBILITIES: 
1. Provide support for the day to day school office functions, program activities and relieve the
Principal of administrative details
2. Arrange contracts for program activities and school operations functions
3. Monitor assigned activities via google document project management dashboard
4. Maintain a wide variety of manual and electronic documents files and records (e.g., student
registration data, student health forms, master calendar, records, reports, etc.) for the purpose of
providing up-to-date information and/or historical reference in accordance with established MCA
and Peel District School Board Policies
5. Oversee day-to-day office workload for the purpose of ensuring the completion of
activities in an accurate and timely manner
6. Procure supplies and materials for the purpose of maintaining availability of required
items/supplies for faculty and staff
7. Researches a variety of topics (e.g., current practices, policies, education codes) for the
purpose of providing information and/or recommendations and/or addressing a variety
of administrative requirements
8. Supports the Registrar and Accounting Assistant with the collection of payments for the
purpose of completing transactions and/or securing funds
9. Evaluate office functions and provide feedback to improve office function efficiencies
10. Provide support for after school care program, as may be requested by School Operations
Manager
11. Performs other related administrative duties as assigned by the School Operations Manager,
Principal and other assigned administrative personnel for the purpose of providing assistance with 
their functions and responsibilities

COMMUNICATIONS RESPONSIBILITIES: 
1. Responds to inquiries from a variety of internal and external parties (e.g., staff, parents,
students, visitors) for the purpose of providing information or direction and/or facilitating
communication among parties
2. Assist and Support communication to all internal and external parties using school systems, as
requested by the School Operations Manager
3. Provide support for church administrative tasks and communicate with church leadership
4. Schedule, coordinate and communicate with Faculty, Supply Staff, the Accounting Manager
and all necessary stakeholders for Faculty Time-off requests



MEDICAL RESPONSIBILITIES: 
1. Administer first aid and prescription medications to students (under the direction of a health care
professional) for the purpose of providing emergency and necessary care in compliance with MCA
and Peel District School Board Policies
2. Monitor students referred to the main office for illness and disciplinary action for the purpose of
ensuring student welfare and maintaining a secure office environment
3. Track student allergy and medical conditions for the purposes of providing information to staff
and faculty
4. Arrange CPR & First Aid Training for Staff
5. Performs other related medical duties as assigned by the School Operations Manager, Principal
and other assigned administrative personnel for the purpose of providing assistance with their
functions and responsibilities

SKILLS & EDUCATION: 
1. High School Diploma or post-secondary education
2. Minimum of 1-3 years related experience or equivalent combination of education/experience
3. Demonstrated ability to compose correspondence and establish procedures
4. An understanding of private/independent school operations
5. A strong results orientation and drive to reach and exceed individual/organizational goals.
6. High level of customer service and representation of the school to the internal and external
parties
7. Demonstrated ability to work independently
8. Ability to deal with sensitive situations with diplomacy and composure
9. Able to identify and resolve complex problems or issues that require detailed investigation
10. Outstanding writing and technical skills
11. Must be competent with web-based communication and applications
12. Excellent oral and written communication skills
13. Strong organizational and time management skills with the ability to set priorities, multi-task
and meet deadlines
14. Knowledge and proficiency in the use of MS Office applications
15. Proven ability to contribute positively to a team environment

PERFORMANCE CRITERIA: 
The performance criteria shall include factors related to the tasks set out in the position 
description, annual major objectives, and special assignments. Work output will be measured in 
outcomes and positive results, not hours spent. 

POSITION COMPETENCIES: 
- Client/Customer Awareness
- Listening Skills
- Personal Work Ethic
- Problem Solving/Decision Making
- Initiative

- Building rapport
- Interpersonal Relations
- Organizing/Planning ability
- Analytical Skills
- Team Skills
- Integrity



SCHEDULE 
1. 40 hours/week
2. Employee benefits package
3. Monday through Friday, 8:30 – 4:30 (with flexibility depending on evening meetings/events)
4. Paid school holidays/vacation
5. Attend all relevant Staff, Professional Development meetings and retreats
6. Evenings and weekends as required due to activities, meetings, or events


