
 
 

CENTRAL CATHOLIC HIGH SCHOOL 
4720 Fifth Avenue 

Pittsburgh, PA 15213 
 

Position Description 
Welcome Center Coordinator 

 
Welcome Center Coordinator Position Overview:  

Central Catholic High School is seeking an organized, welcoming, and detail-oriented professional to serve as its Welcome 
Center Coordinator. 

The Welcome Center Coordinator serves as the first point of contact for all visitors, families, students, vendors, and 
community members. This position manages the daily operations of the Welcome Center, answers and directs incoming 
phone calls, oversees visitor access, maintains accurate student attendance records, and provides administrative support 
throughout the school. 

The Coordinator works closely with the Vice Principal for Student Affairs, Dean of Students, Counseling Office, school 
administration, and other members of the school community. 

Reports to:   

Vice Principal of Student Affairs 

(works closely with the Dean of Students, Dean of Counseling and Family Support, school counselors, and other 
administrative staff) 

Direct Reports:  

None 

Status:  

Full-time, Non-Exempt, 12 Month Administrative 

Primary Responsibilities: 

Welcome Center and Visitor Management 

• Open and prepare the Welcome Center each school day by 7:00 a.m. 
• Welcome all visitors to Central Catholic in a friendly and professional manner. 
• Manage visitor sign-in, identification, and access procedures. 
• Notify employees when visitors, families, vendors, or deliveries arrive. 
• Maintain accurate visitor logs and follow all school safety and security procedures. 
• Receive and distribute mail, packages, and deliveries. 
• Maintain a clean, organized, and professional Welcome Center. 

Telephone and Communication 

• Answer the school’s main telephone line promptly and professionally. 



• Provide general school information and direct callers to the appropriate office or employee. 
• Record and distribute accurate messages. 
• Respond courteously to inquiries from students, families, alumni, vendors, and members of the public. 
• Maintain familiarity with school offices, programs, schedules, and events to direct inquiries appropriately. 

Student Attendance 

• Coordinate daily student attendance procedures. 
• Enter and maintain accurate attendance information in the student information system. 
• Document parent and guardian communication regarding absences, tardiness, and early dismissals. 
• Process student late arrivals, early dismissals, and sign-outs. 
• Verify authorization before releasing students during the school day. 
• Review attendance records and follow up regarding missing or inconsistent information. 
• Prepare attendance reports, student lists, and related documentation. 
• Communicate attendance concerns to the Vice Principal for Student Affairs, Dean of Students, Counseling Office, 

and other appropriate personnel. 
• Support student dismissal and bus departure procedures through 3:00 p.m. 

Data Entry and Administrative Support 

• Maintain accurate student, family, attendance, visitor, and school records. 
• Enter and update information in school databases and electronic systems. 
• Prepare reports, spreadsheets, forms, mailing lists, and other administrative materials. 
• Maintain organized electronic and physical files. 
• Protect confidential student, family, personnel, and school information. 
• Provide administrative support to the Student Affairs and Counseling teams. 
• Assist other school offices as needed, including academic offices and the school bookstore. 
• Support school events, programs, mailings, and special projects. 
• Perform other duties as assigned by school administration. 

Salary Range 

Commensurate with education and experience 

Position Qualifications and Requirements: 

The preferred candidate will possess: 

• Previous experience in administrative support, reception, customer service, data entry, or office operations. 
• Experience working in a school or student-centered environment is preferred. 
• Excellent organizational skills and attention to detail. 
• Strong verbal and written communication skills. 
• Professional telephone and customer-service skills. 
• Ability to manage multiple responsibilities and frequent interruptions. 
• Ability to maintain accurate records and confidential information. 
• Sound judgment, reliability, and consistent follow-through. 
• Proficiency with Microsoft Office, Google Workspace, email, spreadsheets, and database systems. 
• Experience with student information, attendance, or visitor-management systems is preferred. 
• A welcoming, patient, collaborative, and service-oriented demeanor. 
• A willingness to support the Catholic and Lasallian mission of Central Catholic High School. 
• According to both State and Diocesan requirements, all employees must file Criminal Record, Child Abuse, and 

FBI clearances with the school. 
• In addition, new employees must complete the Mandated Reporting training and a Protecting God’s Children 

session.  

 



Schedule and Physical Requirements 

This position works Monday through Friday from 7:00 a.m. to 3:00 p.m. The Welcome Center Coordinator must be available 
to open the Welcome Center promptly each morning and remain through student dismissal and bus departures. 

The position requires regular computer and telephone use, prolonged periods of sitting or standing, movement throughout 
the school campus, and the occasional lifting of office materials or packages weighing up to 25 pounds. 

Central Catholic High School is an equal opportunity employer and considers qualified applicants without regard to any 
characteristic protected by applicable law. 

Additional Benefits of Working at Central Catholic High School 

• Opportunity to be a part of a mission driven community.  
• Ranked the top college prep high school in the Pittsburgh region by Niche.  
• Opportunity to be a part of a dynamic team which is in the midst of preparing for the 100th anniversary of the school. 
• Free Parking in Oakland.   
• Professional Development opportunities, both professional and spiritual 

Central Catholic High School Mission Statement 

The Central Catholic Promise: To inspire boys to become Men of Faith, Men of Scholarship, Men of Service. 

Central Catholic High School, a college preparatory school for boys, is guided by the educational principles of St. John 
Baptist de La Salle. The school strives to provide a challenging, relevant, and diverse program of studies and extracurricular 
activities in an environment that fosters a life of faith and learning and develops leaders rooted in the Gospel values of 
integrity, respect, service, justice, and peace. 

Resume and cover letter should be sent to:  

drhoads@centralcatholichs.com 

Deborah Rhoads 
Vice President of Finance and Administration  
Central Catholic High School 
4720 Fifth Ave Pittsburgh, PA 15213 
www.centralcatholichs.com  

mailto:drhoads@centralcatholichs.com
http://www.centralcatholichs.com/

