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Front Office Receptionist 

 
About Cristo Rey 
 
Cristo Rey Orange County High School is a Catholic learning community that educates young 
people of limited economic means to become men and women of faith, purpose, and service. 
Through a rigorous college preparatory curriculum, integrated with relevant work study 
experience, students graduate ready to succeed in college and in life. 
 
Cristo Rey employs an innovative Corporate Work Study Program that provides students with 
real world work experience. In this unique model, every student works to fund a portion of the 
cost of his or her education while gaining job experience, growing in self-confidence, and 
realizing the relevance of this education. Students work in various corporate and business 
settings including law firms, banks, hospitals, universities, and other professional organizations. 
 
We Are: 
• Values-Driven: We nurture the whole student-academically, spiritually, and 

socioemotionally.  
• Committed to Grow Opportunities: We empower our faculty and staff to learn, lead, and 

thrive.  
• Invested in Students and Engaged Families: We partner with families to support every 

student’s journey and success. 
• A Proven National Model; New to Orange County: Our community is proud to be part of a 

movement shaping the future of education. 
 
Want to learn more about us? Visit our website to learn more about the Corporate Work Study Model and 
what it is like to Join the Movement | Cristo Rey Network.  
 
Position Summary 
 
The Front Office 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 Front Office Receptionist is a 
key administrative role responsible for overseeing the smooth and efficient operation of the main 
office, maintaining academic records, coordinating calendar management, and facilitating 
school communications and events. This position requires a high level of organization, attention 
to detail, and a commitment to the mission and values of the Cristo Rey Network. 
 
Key Responsibilities  
 

• Serve as the first point of contact for students, families, faculty, and visitors. Address 
inquiries and providing accurate information about school procedures and policies. 

• Maintain regular attendance. Maintain attendance files of written excuses from parents, 
doctors, and other sources. Provide information as requested concerning individual 
student attendance records. Keep attendance records current. 

https://www.cristoreyoc.org/
https://www.youtube.com/watch?v=7hDiRa5e-Ys
https://www.youtube.com/watch?v=_t1LqL5aOVI
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• Assist in the coordination of school events, meetings, and special projects, including 
preparation of materials, logistics, and follow-up. 

• Coordinate calendar management with school leadership. 
• Manage the organization and distribution of school forms, documents, and 

communications to ensure timely and accurate dissemination of information. 
• Collaborate with the marketing and communications team to promote school events, 

achievements, and news to the broader community in a timely manner. 
• Oversee office inventory by monitoring stock levels, placing orders, receiving shipments, 

and distributing supplies as needed. 
• Receive and distribute mail and deliveries. 
• Assist business office with finance-related reminders. 

 
Qualifications 

• Familiarity with, or openness to, the teachings and mission of the Catholic Church, along 
with a commitment to building a vibrant organizational culture aligned with Cristo Rey’s 
mission and Catholic identity.  

• Strong organizational skills with the ability to multitask and manage multiple priorities in 
a fast-paced environment. 

• Prior office or administrative experience, preferably in a school setting. 
• Excellent communication skills, both written and verbal, with a professional and 

courteous demeanor. 
• Proficiency in Microsoft Office Suite, and other office management software. 
• Commitment to the mission and values of the Cristo Rey Network. 
• High school diploma or equivalent required; additional education preferred. 
• Bilingual preferred. (English/Spanish) 

 
Key Attributes for Success 

• Effective time management skills to prioritize tasks and meet deadlines. 
• Proactive approach to identifying and addressing main office needs. 
• Strong verbal and written communication skills to interact effectively with students, 

parents, staff, and administrators. 
• Ability to understand and respond to the needs and concerns of students, parents, staff, 

and administrators. 
• Ability to identify and resolve issues or concerns in a calm and effective manner. 
• Adherence to ethical standards and confidentiality. 
• A positive and professional demeanor, even under pressure. 
• Flexibility and adaptability to change and the changing demands of the school day. 

 
Physical Requirements 

• Lifting and carrying up to 30lbs. Ability to move, carry, push, or lift materials and 
equipment as needed 
 

Additional Duties 
This position may require occasional attendance at events or organizational functions outside 
normal business hours. This job description is intended to describe the general nature and level 
of work being performed. Duties and responsibilities may evolve as the school continues 
to grow and operational needs develop. The school reserves the right to modify or assign 
additional responsibilities as needed.  
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Compensation and Benefits 
• FLSA Status: Full time, Non-exempt 
• Shift: 7:30AM-4:00PM 
• Reports to: Director of Student Services and Records 
• Pay rate: $18 - $25 per hour commensurate with experience 
• Eligible for medical, dental and vision insurance 
• 403(b) retirement plan with employer contribution  
• Generous paid time off and holidays 
• Eligible employer for Public Service Loan Forgiveness (PSLF)  

How to Apply 

If you have the requested background and a passion for the mission of this school, please apply 
via EDJOIN using this link. 
 

 

 

 

 

 

 

 

 

https://www.edjoin.org/Home/JobPosting/2240860
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