
Full-time position
Monday – Friday, 8am-4.30pm (term time), 9am-3pm (term breaks)

Ruyton Girls' School is a forward-thinking independent K – 12 school with a long tradition of
academic success and co-curricular achievement. Our focus is on preparing girls for a lifetime of
learning, leadership, and engagement in our global community.

As the first point of contact for visitors and enquiries, this busy role is responsible for all front
Reception desk activities, ensuring a warm, friendly, professional, and effective manner, and the
very highest level of customer service. The Receptionist is also responsible for performing a variety
of administrative duties, including supporting the Admissions office.

Key Responsibilities

Ruyton has a responsive organisational culture and, as such this role may be altered to adapt to the
evolving needs of the School. The general responsibilities of the Receptionist include but are not
limited to:

Reception
● Greeting all visitors to the main Reception in a friendly and professional manner, ensuring they

are signed in and either informing relevant staff of their arrival or directing them to appropriate
locations within the School

● Answering and screening all incoming calls in a friendly, efficient, and professional manner and
then transferring to the appropriate extension or taking a clear message

● Screening and announcing calls to the Director of Business, Finance & Facilities and other
Executive members as required

● Monitoring and appropriately responding to messages on the answering machine in a timely
manner

● Responding to any queries/concerns in a professional manner and escalating any queries to
the appropriate person, where necessary

● Ensuring Reception is always presented and maintained in a tidy and professional manner
● Signing for packages delivered to the School
● Responding to any critical incidents or emergencies that occur at Reception to ensure a timely

and effective response in accordance with the Emergency Response Manual and Critical
Incident Plan.

Admissions
Assisting the Admissions team with administrative duties including:
● Answering general enrolment enquiries made by telephone or walk-ins
● Administering bookings for Open Mornings and Principal’s Conversations and assisting with

organisation and logistics on the day, including correspondence and reminder alerts,
preparation of information packs/gifts, preparation of name tags/labels, greeting and checking in
prospective families.

● Entering new applications into Synergetic.



Senior School Administration
● Receiving incoming mail, sorting, and distributing
● Franking outgoing mail
● Monitoring and maintaining the franking machine
● Organising couriers
● Providing administrative support for overflow from the Absentees & Senior School Administrator

and the Admissions Assistant
● Actively participating as a member of the Administration team, supporting each other through

the ebb and flow of the School year to ensure all duties are fulfilled in a timely manner.

Expectations of Staff
Ruyton staff members are expected to maintain professional and responsible attitudes, and to
communicate respectfully and effectively. All Ruyton staff members are required to:
● Treat each other with courtesy and respect
● Respect the right of each person to learn/work without disruption
● Accept responsibility for their own progress and development
● Accept responsibility for maintaining safe, clean, and pleasant surroundings
● Demonstrate self-respect and uphold Ruyton’s reputation through their appearance and actions
● Understand and abide by all child safe principles
● Notify responsible staff promptly any occupational, health and safety issue/s which compromise

the aim of maintaining a safe school environment
● Support the vision, ethos, and culture of the school
● Contribute to and support the strategic directions of the school
● Support all Ruyton policies
● Obey the law.

Working Relationships

● Member of the School Administration Team
● Works closely with the Admissions team
● Reporting to the Director of Business Finance & Facilities
● Responsible to the Principal.

Key Selection Criteria

Essential
● Previous experience in customer service, administration, or front desk reception
● Excellent customer service skills
● A calm, friendly and professional manner
● Well-developed data-input skills
● Excellent communication skills, both written and verbal
● Strong administrative skills
● Ability to juggle a variety of tasks and competing priorities and work in a busy environment
● Excellent attention to detail
● Strong technical skills, including

o Synergetic (an advantage)
o Microsoft Office
o Google Suite
o Trybooking/Humanitix (an advantage)

● Able to apply knowledge and understanding of school related administrative responsibilities
● Able to accept responsibility for and manage own work
● Able to contribute to improvement processes and implement new procedures
● Able to work both independently and collaboratively
● Able to manage and prioritise competing demands



● Able to aid and assist all members of the Ruyton community in a friendly, helpful, and timely
manner

● Discretion, reliability, and confidentiality.

Desirable
● Experience with Mailchimp and Consent2Go
● Previous experience in a school setting is an advantage but not essential
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