
   
 

 
 
 
 

 
 
Whitsunday Anglican School is devoted to providing a first-class education for students in a safe and 
nurturing environment, aimed at developing their best qualities, broadening their horizons, preparing 
them for the ever-changing demands of a career and equipping them to meet and enjoy the challenges of 
life in the twenty-first century. 
 
 
Position: Receptionist and School Administration Officer (0.68 FTE)  
 (9am-2.30pm Monday to Friday) 
 
Reports to: ACCOUNTANT 
 
Level: 2 
 
 
SCHOOL'S VISION STATEMENT: 
To be a leader in regional co-educational schooling, providing a balanced education focused on 
intellectual development, personal growth, spirituality and community service. 
 
SCHOOL'S MISSION STATEMENT: Within a framework of Christian values provide an engaging and 
supportive learning experience that achieves the best outcome for the individual. 
 
THE ROLE OF THE RECEPTIONIST AND SCHOOL ADMINISTRATION OFFICER 
The role of the Receptionist is to provide support and service to staff, students and the general School 
community. The scope of projects and tasks performed by School Administration Officers varies widely 
from providing a warm, friendly and professional welcome for visitors, staff, students and families in the 
reception areas, to administration support for staff, special events and functions in the School. 
 
All School Administration Officers, while having individual areas of responsibility, share a number of overall 
goals.  They are therefore required to demonstrate a commitment to: 
 

• Working productively and effectively as team members, communicating with team members to 
identify areas of need and assisting where necessary to achieve team goals/deadlines. 

• Adopting a flexible approach to work tasks and managing conflicting and changing priorities. 
 
The primary role of the Receptionist and School Administration Officer is to: provide professional and 
efficient customer service; work with a positive frame of mind; engage in a team approach; communicate 
information accurately to key stakeholders; and complete tasks readily and reliably. 

 
 

POSITION DESCRIPTION 



 

   
 

 
 
 
Accountabilities 
 
Reception 
 
Provide a courteous, warm, friendly and professional first point of contact to visitors, staff, students 
and families by: 

• Greeting and welcoming visitors and callers and directing them to the appropriate staff member 
or office in a timely manner 

• Determining the nature of enquiries in order to refer to staff for action 
• Ensuring messages are distributed to staff, students etc. in a timely fashion 
• Ensuring visitors comply with Workplace Health & Safety guidelines in regard to signing in and out 

of the School 
• Exercising judgement and discretion in releasing confidential and personal information in line with 

School policy 
• Ensuring that set procedures are followed and exercising judgement and discretion when 

required to ensure that students lost/missing after school are located as quickly as possible 
• Maintaining confidentiality of sensitive information 
• Acting as key contact point as per the Emergency Evacuation / Lock-down procedures 
• Distributing hardcopy and digital information as required 
• Noting any student absences in TASS 
• Checking the WAS Administration email account and forwarding emails to appropriate staff 
• Managing ERM (reception Sign-in and Sign-out program). 

 
Administration  

Provide general support and assistance to the School community by: 
• Attending to queries and providing general information to parents, teachers and students via the 

telephone, email and in person 
• Taking receipt of and distributing messages to students and staff as required 
• Providing relief in other areas in the School as required 
• Witnessing and monitoring students signing in and out of school (e.g., sickness, medical and other 

appointments) 
• Photocopying as required 
• Booking visitor meetings and interviews in consultation with the Executive Team members. 

 
Facilities bookings 
 

• Fielding phone calls, providing advice on bookings and directing interested parties to the online 
facilities hiring form on the website. 

• Process online booking requests, check if dates requested are available and add out of hours 
facilities bookings into the School calendar. 

 
 
 
  



 

   
 

 
Mail 
 
Process incoming & outgoing mail in an efficient and timely manner by: 

• Maintain an accurate register of all outgoing mail for crosschecking by Accounts Payable 
• Maintaining adequate supplies of Australia Post documentation, e.g., Overnight Express 

envelopes, stamps etc. 
• Processing all incoming and outgoing mail within required deadlines 
• Managing the sorting, final count and paperwork for Postage Paid mailouts 
• Liaising with Australia Post regarding Reply Paid requirements 
• Liaising with Australia Post in regard to holiday closure (holding of mail). 

 
Deliveries / couriers 
 
Provide an efficient and timely delivery/courier service to Whitsunday Anglican School Staff by: 

• Checking and receipting all goods received 
• Directing all deliveries immediately to the Delivery Room or departments/staff as required 
• Notifying staff in a timely manner of all deliveries 
• Maintain a neat and tidy deliveries room. 

 
General duties 
 

• Assist with the operation of the Corporate office as required 
• Attend fortnightly Corporate Staff team meetings.  

 
Personal attributes 
 

• Carry out these duties with limited supervision 
• Uphold the highest standards of confidentiality 
• Display the affective attributes of warmth, co-operation and other appropriate people skills 
• Develop a high level of emotional intelligence 
• Be punctual 
• Be able to be flexible and adapt to competing demands as they arise 
• Have a sense of humour. 

 
Professional skills 
 

• Display familiarity and proficiency with Microsoft Office Suite and TASS (The Alpha School 
System). 

• Be able to work effectively as part of the team. 
• Be proficient at prioritising. 

 
Other 
 

• Relieve Head of sub-School secretaries 
• Relieve other School Administration Officers when required 
• Relieve WASmart when required 
• Attend to other tasks delegated to you by the Principal, Business Manager, Accountant or 

Executive Leadership Team members. 
 



 

   
 

 
Qualifications and Experience 

• Experience in a receptionist or customer service role is highly desirable 
• Working with Children Certificate (Blue Card) 
• First aid certificate. 

 
Skills 

• Intermediate to advanced Microsoft Office skills (Word, Excel, PowerPoint and Outlook) 
• Knowledge and capability of using the TASS system or similar learning management systems 
• Excellent verbal and written communication 
• Organised and able to meet deadlines 
• Capacity to manage multiple tasks 
• Able to handle fast paced and diverse situations in a calm manner. 

 
Performance Goals 
 

• To be evidenced by parent, student and colleague feedback ratings in the yearly MMG Survey 
responses. 

 
All staff at Whitsunday Anglican School are to: 
 
1. DUTY OF CARE: 

• Be responsible for and supervise matters relating to Risk Management within the area of 
responsibility as detailed in the Safety Management System. This includes ensuring staff are 
operating in accordance with School policy in this area and that appropriate evaluation processes 
are in place and operative. 

• Act as an appropriate role model for students and staff. 
• Actively support the School Code of Behaviour and Rules and insist on acceptable standards of 

behaviour in students and staff. 
• Encourage students and staff to take responsibility for their own actions and make them aware of 

the need to show respect for others in interpersonal relationships. 
• Know and implement Emergency and Accident procedures. 
• Follow Workplace, Health and Safety procedures. 
• Report irresponsible or improper behaviour to the relevant manager or Head, indicating what 

action you took. 
• Report student or staff problems (academic/work related/personal) to the relevant manager or 

Head, indicating what action you took. 
• Report continuing or significant behavioural problems and academic or work-related problems to 

the relevant manager or Head at the earliest opportunity. 
• Be punctual to work and work-related commitments. 

 
2. PASTORAL CARE 
 
Provide supportive and effective Pastoral Care by: 

• Insisting on just actions and encouraging gentleness, kindness and integrity in interpersonal 
relationships. 

• Encouraging students and staff to use pastoral care and personal development opportunities 
provided. 

• Reporting students’ and staff needs promptly to the relevant manager or Head. 
• Ensuring that the School environment remains clean and pleasant. 



 

   
 

• Participating in the holistic life of the School. 
 
 
3. GENERAL 
 
Demonstrate support for the School’s philosophy, policies and procedures, core values and 
commitment to the Anglican ethos by: 

• Ensuring daily behaviour reflects the School’s ethos and values. 
• Fulfilling responsibilities outlined in the School’s Child Protection Policy. 
• Ensuring records of communication are maintained and provided to other relevant staff 

members as required. 
• Communicating effectively with all teaching staff, parents, students and all other staff. 
• Playing an active role in supporting the cleanliness and safety of the School site. 
• Encouraging cooperative parent contact and fostering positive community attitudes toward the 

School. 
• Following safe working procedures developed for the School. 
• Completing an Incident Report Form for all incidents that occur through ERM. 
• Reporting any Workplace Health and Safety concerns or hazards immediately to the Supervisor.  

 
In performing their duties, all members of staff are expected to: 
 

• Promote and foster the effectiveness of the School. 
• Reflect and nurture the vision of the School in the course of their work. 
• Demonstrate commitment to Christian leadership through vision, service and example. 
• Motivate and energise staff, students and parents by fostering quality relationships and 

community development through dynamic and collaborative leadership. 
• Provide effective leadership through the use of well-developed conflict resolution and 

negotiation skills. 
• Promote the need for integrity, confidentiality and professionalism at all times and lead by 

example. 
• Maintain professional competence and current knowledge in educational trends. 
• Consistently demonstrate commitment to the school core values of Christianity, Tolerance, 

Excellence, Dignity and Trust. 
• Demonstrate loyalty, confidentiality and support for the Principal and the School at all times. 

 
Other duties as may be required from time to time: 
 

• Given the dynamic environment in which the School exists, the Principal reserves the right to 
alter the position description at any time to reflect emerging priorities and needs. Every effort 
will be made to consult regarding such alteration. 

 
4. CHILD PROTECTION 
All employees of Whitsunday Anglican School are required to familiarise themselves with the Student 
Protection in Anglican Schools Policy and Procedures. It is required they have a responsibility for the 
promotion and safeguarding the welfare of students with whom they come into contact and ensure 
compliance with the Schools’ Child Protection Policy Statement at all times. If during the course of 
carrying out their duties, an employee becomes aware of any actual or potential risks to the safety or 
welfare of children in the school, they must report any concerns with the Student Protection officer 
immediately. 
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