
 

 
 

Front Desk Administrative Assistant 
 
JOB DESCRIPTION 
St. Richard’s is currently seeking a full-time administrative assistant for the 
2018-2019 school year. This is a twelve-month position (7:45-3:45 a.m.) and will 
begin the first week of August. This position will require employment during 
summer break and one week during the two-week spring and Christmas breaks.  
 
RESPONSIBILITIES  
This position’s primary responsibility will be staffing the front desk in the main 
office: greetings guests, providing directions, answering questions and phone 
calls; directing individuals to appropriate faculty and staff members, reporting 
unexpected maintenance needs, providing support in the healthcare office, and 
more. In addition, responsibilities will include providing administrative assistance 
(copying, filing, etc.) support and assisting in planning and owning the calendar 
and food requests for school sponsored events. 

QUALIFICATIONS AND SKILL SETS  
This position requires the following qualifications and skill sets: 
 
-Confidence in basic technological skills (Word, Excel, Powerpoint) and preferred 
experience and/or a willingness to learn new systems and processes (Senior 
Systems, Formstack, Google docs) 
-Strong writing and verbal communication skills 
-Ability to perform multi-tasks and remain an attention to detail 
-A sensitivity and knowledge of the needs of a diversity community, and the 
ability to work effectively with students, parents, teachers, and other 
stakeholders from diverse backgrounds 
-A willingness to collaborate with various stakeholders 
-An ability to perform multiple tasks in a fast-paced setting  
 

ABOUT SRES 
Located at 33rd and Meridian Streets, just north of downtown Indianapolis, 
SRES offers a diverse student and faculty population, unique partnerships 
throughout the city that bring learning to life, a rigorous academic curriculum, 
three world languages, public speaking and leadership opportunities, a strong 
fine arts program and organized athletics for continued lifetime success. Visit 
www. sresdragons.org to learn more.  
 



ST. RICHARD’S IS AN EQUAL OPPORTUNITY EMPLOYER 
It is the policy of this company to provide equal employment opportunities to all 
qualified persons without regard to race/ethnicity, color, religious belief, sex, 
gender identity, age, national origin, disability, veteran status or any other status 
protected under applicable local, state, or federal law. 

 

APPLICATION INSTRUCTIONS 
Interested applicants should complete an application which includes uploading 
a resume and cover letter and emailing this to awilliams@sresdragons.org.   
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