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St. Josephine Bakhita Parish School (1566 Ferris Rd)

Overall Responsibility: The School Office Assistant provides administrative and clerical support to ensure the smooth and efficient operation of the school office. This role serves as the first point of contact for students, parents, staff, and visitors, supporting daily school activities with organization, professionalism, and confidentiality. 

Reports to: School Office Manager

Key Requirements for Job: Must be able to work during school hours and Summers, with occasional events outside normal hours; bi-lingual preferred; familiarity with or willing to learn school management systems or databases; basic first aid or child safety training (can be provided)

Major Responsibility Areas: Work Front Desk, Perform Record Keeping, Assist School Administration Team

Work Front Desk
· Greet and assist students, parents, staff, and visitors in a friendly and professional manner
· Answer and direct phone calls, emails, and inquiries
· Distribute mail, notices, and internal communications
· Assist with basic first aid or student needs as directed by school policy, this may include student supervision duties
· Give tours, if needed

Perform Record Keeping
· Maintain student records, attendance logs, and filing systems (physical and digital)
· Assist with student enrollment, transfers, and general documentation

Assist School Administration Team
· Help coordinate school events, meetings, and appointments
· Support school administrators and teachers with clerical tasks such as photocopying, data entry, and scheduling
· Manage office supplies and place orders as needed
· Help carry out Summer Administration projects


Requirements
· Ability to use Microsoft 365 – outlook, word, excel, calendar, publisher.
· Compliance with BCI&I background checks and completion of Protecting God's Children program,
· Adherence to Catholic Church Teaching statement,
· High school diploma or equivalent
· Strong organizational and time-management skills
· Good verbal and written communication skills
· Basic computer skills (e.g., word processing, email, spreadsheets)
· Ability to work well with children, parents, and staff
· Professional demeanor and ability to handle sensitive information
· Ability to multitask in a busy environment
· Support Parish Mission Statement and Diversity,
· Ability to maintain confidentiality of sensitive information, 
· Ability to maintain high ethical standards in all matters,
· And must be able to work and relate well with other staff and parishioners/school families. 
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