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Dara School 

Section A: ROLE DESCRIPTION AND EMPLOYEE SPECIFICATION 
DETAILS  
Title of Role: Receptionist 
Classification Level:  Level 1  
Tenure: Part-Time until December 2024 contract  
Standard Terms and Employment Conditions Dara Award 
Hours: 8am-4pm, 2 Days a week (to be negotiated) 
Reports to: Business Manager and/or Delegate 
Induction day:  TBA 
Official Commencement date: Monday, 29th April 2024 
Performance and Review August 2024 

Section B: ROLE DESCRIPTION  
Position Overview 
The receptionist is accountable to the Business Manager for assisting in the effective daily coordination 
and administration of the school office and student services by undertaking reception, clerical and 
administrative tasks, sick room coordination and EFTPOS operations, which contribute to the effective 
operation of the school, achievement of educational outcomes of students, and promotion of the school 
within the community.  

Key Duties and Responsibilities 

Provide a welcoming first point of contact for students, families, customers and clients and promote the 
image of the school by:  
 Dealing with enquiries and requests received by telephone or over the counter in a timely, 

accurate and appropriate manner,  
 greeting visitors, students and community members at the reception desk, 
 determining the urgency and most appropriate person to deal with issues, 
 providing information and answering enquiries of a general nature, 
 collecting and promptly relaying messages and information to staff and students, 
 providing general school information to students and parents as required, 
 ensuring the needs of relief teachers and other visitors are attended to including: sign in/out, 

school information, and administrative needs. 

Contribute to the effective and efficient operation of Student Support Services 
 performing a range of clerical and administrative tasks as directed by the Principal or Business 

Manager, 
 liaising with parents and/or staff on matters of student welfare where appropriate, 
 assisting with the maintenance of a secure and confidential student record filing system and 

exercising discretion under the guidance of Business Manager,  
 providing assistance with transition process and information packages, 
 maintaining school uniforms supplies by following uniform sale and record keeping procedures, 
 providing a daily communication avenue for parents/caregivers with regard to student 

attendance, 
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 contacting parents/caregivers when students have not presented to school, 
 recording absentees and lateness in SEQTA Teach when parent/caregivers contact the school, 
 performing other administrative requirements associated with managing student attendance as 

directed by Business Manager or Registrar. 

Provide a capable, efficient and effective first aid/sick room service by: 
 administering first aid and managing medications in accordance with Dara School policies and 

procedures, 
 contacting parent/guardians in cases of student illness/injury, 
 completing appropriate forms as required to report injury or illness in accordance with school 

procedure, 
 maintaining the first aid room in a clean, tidy and hygienic condition, 
 maintaining appropriate student health plans, first aid records, equipment and supplies, 
 maintaining all first aid kits within the school to appropriate levels. 

Support the financial management of the school by: 
 assisting the Business Manager by accurately receiving and receipting money, 
 assisting with School Card documentation. 

Undertake other duties as directed by the Business Manager or Principal 

 This includes temporary reassignment to maintain essential services during staff absences. 

Special Conditions 
Some after-hours work may be required, i.e., attendance at end of year presentations, school functions 
preparation, assistance for after school and out-of-school events. 

Performance Management  
Key Performance Indicators (KPIs) are drawn from the position description so that performance can be 
measured and acknowledged.  

Supervision and direction  Receives direct supervision, 
 Some instruction on what is required and how it is to be 

performed, 
 Work is subject to regular progress checks. 

Use of knowledge  Demonstrate a basic operational knowledge in a moderate 
range of areas, 

 Requires basic technical knowledge. 
Use of skills and problem 
solving 

 Apply a defined range of skills to a limited range of 
predictable problems consistent with their training. 

Control, authority and 
decision making 

 Perform a range of tasks where choice is between a limited 
range of options. 

Judgement  Make limited judgment from a small and known number of 
alternatives. 

Responsibility and 
accountability 

 Take limited responsibility for determining methods and 
procedures required to achieve specified outcomes. 
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Section C: Selection Criteria 
Essential Qualifications 

 Current Responding to Risks of Harm, Abuse and Neglect – Education and Care Training 
 Current Working With Children Check (WWCC) 
 Current Provide First Aid – Education and Care (HTLAID003)  

Desirable Educational Qualifications 
 Evidence of training and prior experience in a similar position  

Personal skills, abilities and aptitude 
 Demonstrated ability to communicate effectively and establish positive working 

relationships with diverse groups of people. 
 Aptitude in administration and database management – particularly in use of SEQTA 

software would be desirable. 
 Sincere desire to work with children and the school community, while reflecting the mission 

and values of Dara School. 
 Demonstrated ability to exercise initiative, prioritise workloads and achieve outcomes 

within an agreed timeline. 
 Attention to detail and self-motivation in regard to time management. 
 Demonstrated ability to use discretion, confidentiality, flexibility, and personal 

resourcefulness. 
Knowledge  

 As demonstrated through training accomplishments and experience. 
 A basic understanding of the concepts of gifted education would be desirable.  
 High level of computer skills including the ability to use Microsoft office suite, desktop 

publishing, and other database software. 
 Knowledge of SEQTA Learner Management Software desirable. 

Experience 
 Experience in providing an effective client service, both independently and as part of a 

team. 
 Demonstrated knowledge in dealing with policies and procedures. 

 

Section C: The application process 
Each applicant for this role is required to: 
 

1. Include a covering letter addressing each of the selection criteria using previous experience to 
demonstrate suitability. 

2. Include in your letter your vision for this position at the school. 
3. Submit a recent curriculum vitae including the names and contact details of 3 referees. 

 
Applications that do not meet the above criteria will not be considered. 
 
Applications close at 5:00 pm on Monday 25th March 2024 and are to be marked CONFIDENTIAL and 
emailed to principal@daraschool.sa.edu.au. 
 
Applicants who are short listed for interview will need to be available on Thursday 28th Marcy 2024. 
 

 
 


