Calvary Christian School and Early Childhood Center Front Office Coordinator
Job Description
Overview
The Front Office Coordinator serves as the primary point of contact for parents, students, staff, and visitors and provides administrative and operational support to the principal, faculty, and school community. This position manages front office operations, student records, purchasing, communication systems, and coordination of school events and activities.
The individual in this role is expected to demonstrate professionalism and maintain a cheerful, compassionate, respectful, and Christ-like attitude in all interactions while supporting the mission and values of the school.

Educational and Professional Requirements
• Minimum of a High School Diploma or GED required
• Associate’s or Bachelor’s Degree in Business Administration, Education, Office Administration, or a related field preferred
• Prior administrative, school office, or customer service experience preferred
• Strong organizational and time-management skills
• Ability to maintain confidentiality and exercise sound judgment in sensitive situations

Computer and Technical Proficiency
The Front Office Coordinator must demonstrate proficiency in the use of technology to effectively manage office operations and school communication systems.
Required skills include:
• Proficiency in Microsoft Office or Google Workspace (Word/Docs, Excel/Sheets, email, calendars)
• Ability to manage student information systems and digital record keeping
• Experience using email, texting platforms, and digital communication tools
• Ability to update school communication platforms and social media
• Ability to operate and maintain office equipment including copiers, printers, scanners, laminators, and fax machines
• Basic ability to learn and manage school management software and online data systems

Reception and Communication
• Greet parents, students, and visitors and assist them or refer them to the appropriate person or location.
• Answer telephone calls in a pleasant and courteous manner and receive and deliver messages.
• Manage communication through the intercom system.
• Send weekly emails and text messages regarding school activities and announcements.
• Update school communication platforms including social media and internal staff information stations.
• Maintain bulletin boards in hallways, office, and lounge areas.

Student Records and Enrollment
• Assist with student enrollment and withdrawal processes.
• Maintain and update student records and transfer records when necessary.
• Maintain both active and inactive student files.
• File report cards and assessment scores.
• Send student records to requesting schools and for graduating students transitioning to high school.
• Prepare and maintain copies of graduating students’ records for transfer to the next school.
• Send record requests for newly enrolled students and follow up on missing documents.
• Maintain student restriction spreadsheets (allergies, internet access, etc.).
• Print and maintain updated school directories and class lists.

Office and Administrative Support
• Maintain the appearance and organization of the front office and workroom.
• Maintain teacher and staff notebooks and directories.
• Maintain the field trip drivers’ notebook.
• Update and distribute the phone extension list and staff directory.
• Maintain substitute teacher lists.
• Maintain emergency clipboards and classroom emergency information.
• Provide tours for prospective students and families.
• Assist with minor discipline issues when the principal is unavailable.

Purchasing and Inventory
• Order classroom materials and supplies as requested by teachers.
• Order and maintain inventory of textbooks and curriculum materials.
• Order general school and office supplies including paper, labels, envelopes, folders, and other office materials.
• Order curriculum materials and coordinate distribution to teachers.
• Maintain inventory of curriculum in the book room.
• Maintain office equipment including copiers, fax machines, and laminators and record copier meter readings.
• Order laminate film, bulletin board supplies, and other classroom support materials.
• Order graduation supplies including diplomas, tassels, charms, certificates, and envelopes.







School Operations
• Serve as kitchen supervisor when appointed by the principal.
• Prepare and type lunch menus.
• Calculate and record daily lunch counts.
• Prepare lunch count sheets for teachers.
• Activate and deactivate fire alarms for scheduled fire drills.
• Coordinate required building maintenance such as hood cleaning and fire extinguisher inspections.
• Coordinate fire inspection preparation.

Events and School Activities
• Coordinate school pictures including scheduling dates, organizing volunteers, collecting proofs, processing orders, and distributing photos.
• Assist with planning and preparation for orientation and other school events.
• Coordinate Parent–Teacher Conference communication.
• Assist with special programs including NJHS, FCA, and other student recognition events.
• Prepare Talent Show programs and certificates.
• Assist with Senior Walk coordination.

Graduation and Awards
• Coordinate preparations for kindergarten and 8th grade graduation ceremonies.
• Prepare graduation programs and invitations.
• Print diplomas and certificates including:
· Perfect Attendance
· All-Year Honor Roll
· Principal’s List
· Academic and conduct awards
• Prepare awards for Awards Day and school assemblies.
• Prepare student record packets for graduating students.

Publications and School Documents
• Update the school handbook and volunteer handbook.
• Distribute the school calendar.
• Update class supply lists and coordinate posting on the school website.
• Prepare directories and informational materials for orientation and registration.
• Prepare registration packets and enrollment materials.

Monthly and Ongoing Duties
• Order office supplies and maintain inventory.
• Maintain lounge supplies and materials for staff use.
• Prepare monthly enrollment reports for School Board meetings.
• Track upcoming events and maintain school calendars.
• Send records and documentation to requesting schools as needed.
• Assist with decoration and preparation of school office and lounge areas.

Professional Expectations
• Maintain confidentiality regarding student, staff, and school information.
• Demonstrate professionalism, kindness, and respect in all interactions.
• Display a cheerful, compassionate, relaxed, respectful, courteous, and Christ-centered attitude at all times.
• Support the mission, values, and spiritual culture of the school.
• Perform additional duties as assigned by the principal to support the effective operation of the school.

