
 

 

 

 

 

 

 

POSITION DESCRIPTION 

RECEPTIONIST 

Rockhampton Girls Grammar School is one of the original eight Grammar Schools of Queensland. 

Opening in 1892, Girls Grammar has served and supported the education of girls and young women 

for almost 130 years. The Girls Grammar family experience is dynamic and contemporary, informed by 

rich traditions and values. 

Rockhampton Girls Grammar School is a learning community founded on a commitment to ‘Learning 

for Life’. Each member of our School family contributes to sustaining an environment in which 

individuals actively engage in their learning; where School values are embraced; where mutual and 

self-respect is paramount; where community and global citizenship is fostered and where excellence in 

every endeavour is sought and celebrated.  

OUR VISION  

Women can achieve anything.  

OUR MISSION  

To enable each young woman to know her strengths and to enthusiastically embrace her future. 

THE ROLE 

Position Title: Receptionist 

Employment Type: Permanent Part Time – 0.8 FTE - Term Time  

Classification: Level 3.1 

Reports to: Business Manager  

Date prepared: 11 June 2021 

 

POSITION OBJECTIVE 

The Receptionist provides administrative support to the Rockhampton Girls Grammar School in an 

efficient and courteous manner and is integral to the day-to-day operations of the School. 

 
  



ROLE ACCOUNTABILITY 

Key Professional Relationships  

 

KEY ACCOUNTABILITIES 

The Receptionist’s core accountabilities, under the direction and leadership of the Business Manager, 

is to assist with administrative support including but not limited to: 

• welcoming all visitors to the school in a timely, pleasant, informed and courteous manner, 

ensuring they sign in upon arrival and out when departing the school premises; 

• responding to all enquiries in a professional and accommodating manner; 

• managing the Reception telephone message system and answering telephone calls in a 

pleasant, informed manner in such a way that callers feel welcomed, valued and appreciated; 

• maintaining, sorting and distributing correspondence including telephone messages, mail, 

emails, faxes and other forms of communication; 

• receipting payments made at Reception for the Finance Department; 

• maintaining and updating necessary electronic files and paper forms as required; 

• performing data entry and data retrieval using TASS as required; 

• performing clerical, administration and organisational tasks as assigned, including word 

processing, photocopying, laminating, certificate production and mail outs;  

• coordinating before and after school bus runs to Yeppoon, Gracemere and North 

Rockhampton; 

• maintaining, collating, ordering and distributing stationery resources as requested; 

• updating and distributing student booklists; 

• maintaining the School’s key register; 

• ensuring annual orders for staff diaries and teacher planners are placed in a timely manner;  

• maintaining pigeon holes, desk allocations and staff notice boards as required. 

 

KEY CHARACTERISTICS 

The successful applicant will have:  

• outstanding interpersonal skills, with a proven capacity to cooperate and work positively with 

staff; 

• strong organisational and time management skills; 

• the ability to work independently, prioritise tasks and exercise initiative; 

• a high degree of confidentiality and discretion; 

• strong attention to detail; 

• strong verbal and written communication skills including high-level proofreading and 

grammatical skills; 

• emotional resilience and effective conflict management skills; 



• the ability to be flexible and work in a high-pressure environment. 

ESSENTIAL QUALIFICATIONS, KNOWLEDGE AND EXPERIENCE 

• Experience working in a school environment (desirable). 

• Highly developed secretarial skills, including word processing, mail merge, database and 

spreadsheet skills. 

• Advanced computer and technical skills including MS Office proficiency. 

OTHER DUTIES 

• Promote the interests of Rockhampton Girls Grammar School. 

• Serve the School diligently and faithfully. 

• Attend scheduled events and staff meetings. 

 
ESSENTIAL COMPETENCIES     

• Understanding of and commitment to the philosophies of Girls Grammar. 

• Excellent computer skills, including high-level proficiency with Microsoft Office software. 

• Excellent interpersonal and problem-solving skills to liaise with staff, students, parents and the 

public generally. 

• Ability to work autonomously and within a team environment. 

 
WORKPLACE HEALTH AND SAFETY 

Employees are responsible and accountable for:  

• compliance with workplace policies and procedures for risk identification, risk assessment and 

risk control.  

• active participation in activities associated with the management of workplace health and 

safety. 

• identification and reporting of health and safety risks, accidents, incidents, injuries and 

property damage at the workplace.  

• correct utilisation of appropriate personal protective equipment. 

 
MANDATORY REQUIREMENTS  

The successful application is required to: 

• possess a current Blue Card from the Commission for Children and Young People and Child 

Guardian; 

• supply a Criminal History Check prior to commencement of employment;  

• complete the compulsory compliance training, including Child Protection Training and 

Anaphalaxis training, as part of your induction within two weeks of commencement and 

annually thereafter.  

ACKNOWLEDGEMENT 

This job description has been developed to indicate the general nature and level of work performed by 

employees within this role. It is not designed to contain or be interpreted as a comprehensive inventory 

of all duties, responsibilities and qualifications required of employees assigned to the role. The 

successful applicant will also be required to perform any other duties that the Principal may direct them 

to perform which could be reasonably considered relevant to the position. Flexibility with working hours 

is an expectation of this position. 

 


