
Job Description: 

Administrative Assistant - Front Office 

 for Washington Academy 
 

POSITION DESCRIPTION:  
Administrative Assistant - Front Office 

 

PRIMARY FUNCTION:  
Responsible for supporting the Assistant Head of School and Associate Head of School 

in the operation of the front office of the school by performing varied organizational, 

office, and secretarial work. The successful candidate will work collaboratively with 

students, teachers, and families to create a productive and welcoming office and school 

environment. 

 

MAJOR RESPONSIBILITIES AND KEY DUTIES: 

 

 Performs various administrative and secretarial duties necessary for the smooth 

operation of the front office 

 Answers telephone calls, opens doors, and assists students, staff, and families 

with inquiries 

 Sets up and maintains administrative and confidential files 

 Prepares written materials from drafts, verbal instructions, or independently 

 Maintains accurate attendance records for students and manages related 

communication 

 Performs other duties as assigned 

 

QUALIFICATIONS: 
 

 Maintains appropriate confidentiality. 

 Proficiency in MS Office and Google Suite 

 Excellent written and verbal communication skills 

 Strong organizational skills with the ability to multi-task 

 High School diploma or equivalent; Administrative Assistant experience preferred 

 Current Criminal History Records Check (CHRC) authorization through the 

Maine Department of Education 

 

ORGANIZATIONAL RELATIONSHIP:  
 

The Administrative Assistant – Front Office reports directly to the Associate Head of 

School. 

 

WORK YEAR:  
 

This is a full-time school year position. 


