
 

 

Job Description – School Office Manager/Receptionist 

The School Office Manager/Receptionist is a full-time, salaried position with a 11-month work 

schedule, beginning August 1, 2022. The School Receptionist will report to the Director of School 

Operations. 

Position Overview 

The School Office Manager/Receptionist is the gate-keeper of the school office, providing a warm and 

welcoming atmosphere for students, staff, parents and visitors. He or she also completes administrative 

tasks and supports the school administration. 

 

The School Office Manager/Receptionist’s essential duties and responsibilities are as follows: 

 

• Answer incoming phone calls in a pleasant, informed manner for the purpose of providing and 

creating a positive image and first impression of the school 

• Greet all incoming students, families, and guests respectfully and professionally, determining 

their needs, checking scheduled appointments, and directing them to the proper person 

• Check voice mail messages left in school’s general mailbox on routine basis and distribute 

accordingly those messages needing immediate attention 

• Receive and distribute miscellaneous materials such as school supplies, student lunches, forms, 

homework, assignments, athletic equipment, etc. left with the front office for students by their 

parents, and/or others 

• Be knowledgeable and current on school activities, programs, and events related to the school 

calendar 

• Require all visitors to sign-in and identify themselves; provide appropriate passes and badges 

following school protocol 

• Check students in and out—and issue passes and monitor requests for early dismissals 

• Work closely with the School Nurse and administration regarding care for students, especially in 

emergencies 

• Copy and organize materials for teachers and administration 

• Manage lost and found 

• Sort and distribute incoming mail, documents, books, materials and supplies following 

established procedures and deliver mail and other material to staff mailboxes when needed 

• Receive deliveries from outside supply and delivery services; arrange for the distribution to 

proper recipients 

• Make daily public address announcements as needed (general, security, weather, sports and 

dismissals) 

• Assist incoming substitutes, making sure they have lesson plans and necessary resources 

• Assist Executive Assistant with administrative duties as assigned 

 

Computer Skills 

To perform this job successfully an individual must have knowledge of Microsoft Office Suite, (Word, 

Excel, OneNote, Power Point) and a familiarity with Google Workspace 



 

 

Qualifications 

• Knowledge of good telephone etiquette with the ability to deal tactfully and confidently with 

callers and visitors 

• A courteous and pleasant personality 

• Strong organizational skills for multi-tasking and prioritizing responsibilities 

• Must possess sensitivity to confidential information and hold a high standard of integrity 

• Work with courtesy, tact, and diplomacy in dealing with others, and the ability to work as part of 

a team 

 

Strong candidates will also embrace the school’s organizational values: 

• The tenets of classical, liberal arts education 

• Community and partnership in the common pursuit of forming intelligent, virtuous citizens 

• Excellence in teaching and learning 

• The virtues we aim to teach our students: prudence, justice, fortitude, humility, gratitude, 

perseverance, and compassion 

 

Compensation, Benefits and Hiring 

Pay is competitive and commensurate with experience and qualifications. Benefits offered for full-time 

employees include health benefits, paid vacation, personal days, paid holidays, and retirement plan with 

employer contribution. Children will receive enrollment priority if their parent(s) are full time 

employees at the time of enrollment. All employees will be required to pass background checks. 

 

Application Process 

Staff applicants must submit the following in a single email to Mr. Michael Rose, Headmaster: 

mrose@cincyclassical.org: 

• Cover letter. (Please tell us how you learned about Cincinnati Classical Academy and indicate 

your salary requirements.) 

• Resume 

• Three professional references. Please include email address and phone number for each 

reference. 


