
Job Descriptions                                                                                                           
We “R” Family P-3 Academy II 

FRONT OFFICE ASSISTANT 
PURPOSE 

The person selected for this position will be responsible for assisting in the administrative 

responsibilities of the Center. 

 

KEY RESPONSIBILITIES 

1. Makes initial contact with new parents inquiring about the Center. 

2. Schedule tours and informs perspective clients of Center teaching methods & philosophies. 

3. Inputs data from children’s applications into the computer and maintains paper files. 

4. Insures and maintains records on each child enrolled in accordance with State Regulations. 

5. Maintains computer records of immunizations and notifies Director when updates are needed. 

6. Records tuition payments and informs Director of delinquent or overpaid accounts. 

7. Distributes receipts to parents. 

8. Assists in organizing a monthly newsletter of Center activities; proofs, prints and distributes. 

9. Organizes and types a monthly staff newsletter as presented from Administrator. 

10. Types announcements and/or notices for Directors as time permits. 

11. Work with dietary staff to insure weekly menus are printed according to Center standards. 

12. Organizes fund raising projects and reports funds received to Bookkeeper. 

13. Signs for incoming deliveries and prepares outgoing mail for proper delivery as needed. 

14. Directs delivery persons to where deliveries should be made. 

15. Assists Bookkeeper and Director in the fulfillment of their duties as requested. 

16. May be asked to perform other clerical duties as needed. 

 

QUALIFICATIONS 

1. Ability to type minimum 65 wpm  

2. Computer literate with experience in Windows XP, Word, Excel, Powerpoint and\or other 

spreadsheet and desktop publishing programs. 

3. Ability to think logically, follow instructions, and handle detailed work efficiently. 

4. Evidence of emotional and spiritual maturity and stability. 

 

REPORTING RELATIONSHIP 

1. Reports directly to the Administrative or Executive Director. 

 

PUBLIC RELATIONS: 

1. Develops an atmosphere of support for the agency within the community and maintains the 

confidentiality of all client and staff member information.  

2. Interact with the general public in a professional manner  

 

PERSONAL COMMITMENT: 

1. Practice loyalty and integrity in relation to staff, and maintain the confidentiality of 

parents and Center issues on and off the job.  

2. Maintain a high moral lifestyle on and off the job.  


