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INSTITUTION OVERVIEW 
HISTORY: Founded in 1909 by the Sisters of St. Dominic from Newburgh, NY, the teachers and staff at Immaculata have long served students from many backgrounds and of various faiths from the Durham community and beyond. The Sisters believed that a Catholic education that demands academic excellence should be available to any family who sought such a foundation. More than a century later, Immaculata continues its legacy by educating students with the same focus and mission.  

MISSION: Immaculata Catholic School empowers students with a faith-based education shaping curious thinkers, engaged citizens, and compassionate leaders. Embracing our diversity, students build a foundation of empathy, integrity, and academic excellence that prepares them for a life of service to the common good.   

ROOT BELIEFS: Immaculata operates on the following root beliefs:
· Every person is a beloved and unique child of God.
· Our diversity strengthens and unites us.
· God is present in all that we do.
· Like a family, ICS is a safe, loving and supportive place.
· Everyone can learn, and we are learning all the time.

CORE VALUES: IMMACULATA WAY OF LIFE (RISE)
Character development, faith formation, and academic excellence are inseparable at Immaculata Catholic School. All members of the Immaculata community are expected to embrace the following governing principles which promote our way of life:
· Respect God, self, and others. Recognize that every person has worth and act accordingly. Treat all people and all life with dignity.
· Be a person of Integrity. Always tell the truth and be responsible for your thoughts and actions.
· Live a life of Service. Ask, “What can I do for others?” Strive to use your gifts to make the world better for everyone.
· Produce Exemplary work. Show that you care for God, yourself, and others by consistently doing your best.

Job Description	Comment by Matthew McLaughlin: I added all the above to be consistent with other postings...
Position: Front Office Administrator
The Front Office Administrator is a welcoming face of our school and ensures smooth daily operations. This role manages front desk responsibilities, visitor coordination, communication systems, and supports staff with administrative tasks such as attendance, medical needs, and maintaining accurate records in our school information system. The ideal candidate is organized, detail-oriented, and skilled in multitasking within a dynamic school environment.	Comment by Matthew McLaughlin: new
General Office Tasks
· Manage phone calls and the general school email address
· Greet, direct, and track visitors in accordance with school procedures
· Receive, sort, and distribute mail and package deliveries
· Monitor the front entrance and security systems/screens
· Communicate maintenance and cleaning needs to appropriate staff
· Oversee lost-and-found and uniform resale
· Support coordination of daily operations, duty coverage, and school events
· Manage inventory of general office supply closet
· Assist with ordering and maintaining supplies for faculty, staff, aftercare programs, and copier equipment
· Assist with coordination, organization, and data management for extracurricular activities, field trips, and volunteer program

Attendance & School Pass
· Track attendance records for students
· Manage and track late arrivals and early dismissals
· Prepares correspondence to parents to advise them of excessive absences according to established policies and procedures
· Pull weekly reports and send to AP
· Manage carline software School Pass and coordinate dismissal with Chief of Staff and Dean of Students 
Student Medical Needs 
· Administer and maintain medication and first aid
· Maintain records of student action plans
· Maintain inventory of nursing supplies
· Data entry for doctor’s notes
Lunch Program
· Manage lunch operations
· Run daily vendor and student order reports
· Maintain inventory of lunch program and events storage units—including all food, condiments, and utensils
· Coordinate and schedule many lunch volunteers to pass out lunches accurately
· Train lunch volunteers
School Information System
· Assist with maintaining and updating data for families in SIS (FACTS). 
· Develop and prepare customized reports such as emergency information sheets for each classroom in the school as well as master copy in front office and vans.
Requirements
· Associates Degree or College/University Degree.	Comment by Matthew McLaughlin: perhaps replace with "skills and/or experience typically acquired through completion of a college degree, or equivalent professional experience demonstrating strong administrative, organizational, and communication abilities"	Comment by Amanda Hill: which one do think is best? I'm good with whatever you think is best for that. The biggest thing is being tech savy	Comment by Patrick Kurz: good point--say OR and add your blob Matt.
@Amanda Hill let's review with erin and in person once more before posting.

· Bilingual (preferred)
· Considerable knowledge of Microsoft Office Online including Word and Excel.
· Ability to learn new tech-based tools quickly
· Critical thinking and problem-solving skills.
· Effective oral and written communication skills.
· Data entry and management skills.
· Ability to meet deadlines, work independently or as a team member.
· Ability to establish and maintain effective working relationships with school staff, external agencies, students, parents, and the community.
· High degree of professionalism and discretion as the face of the school and a staff member who processes and handles confidential information regularly.

Hours and Expectations
· 12-month staff employee, with possible adjusted summer hours
· 7:30-3:30 Front office hours daily
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