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Job Description  
Calvary Chapel Academy  

Office Assistant 

 
Reports to:  CCA Principal 
FLSA status:   Hourly (non-exempt) 
Hours per week: 40 hours, Full-time (year-round position including summer hours) 
Campus:  Melbourne  
 
The CCA Office Assistant is directly responsible to the Principal for performance of their duties.  The major 
areas of responsibility will be mailing, phone calls and management of activities for the school.  This position 
must reflect the academic experience for the school. 
 
Win, Disciple, Send:  For I am not ashamed of the gospel, because it is the power of God that brings salvation 
to everyone who believes…Romans 1:16 
 
Job Requirements: 

Receptionist: 

 Participate in beginning-of-the-year orientation, meet-your-teacher day and open houses  

 Greet everyone with a friendly, helpful attitude when they enter the office or call on the telephone, 
treating each person with respect and courtesy (Be kind and compassionate to one another, ... 
Ephesians 4:32) 

 Insure that parents and visitors sign in and receive a visitor badge or sticker  

 Insure that volunteers sign and receive a volunteer badge  

 Look for unfamiliar guests entering the school, politely offer assistance and ask them to state 
their business, notify an administrator if someone seems suspicious   For God is not a God of 
disorder but of peace—as in all the congregations of the Lord’s people. 1 Corinthians 14:33) 

 Refuse admittance to non-school students who do not have permission from an administrator to visit 
the school  

 Be helpful to students, parents, and staff, and frequently give assistance if needed  

 Promote a positive attitude about the school and its employees (Let no corrupting talk come out of 
your mouths, but only such as is good for building up, as fits the occasion, that it may give grace to 
those who hear. Ephesians 4:29) 

 Use established procedure to notify administrative staff regarding phone calls or appointments  
 Make phone calls on behalf of the administration as directed   (Have confidence in your leaders and submit 

to their authority, because they keep watch over you as those who must give an account. Hebrews 13:17) 

 Issue passes to students who are tardy or who have acceptable excuses from parents  

 Keep the reception area and adjoining areas neat and clean  

 Assist with mailings, clerical work, or projects that can be done at the reception desk  
 

Office: 

 Answer phones 

 Greet students, parents and staff 
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 Provide typing and copying services for administration or school staff when requested.  Assist teachers 
with the operation of the office machines  

 Keep office stocked with necessary supplies and forms as needed, and be responsible for office 
equipment supplies and maintenance  

 Assist in keeping the various filing systems up to date and organized  
 Show initiative and go through the proper channels to offer suggestions for improving school 

procedures (For we are taking pains to do what is right, not only in the eyes of the Lord but also in the eyes of 
man.  2 Corinthians 8:21) 

 Schedule appointments for administrative staff when necessary 
 
Student Records: 

 Keep all students cumulative files in proper order, and maintain accurate filing of all standardized tests and test 

scores for students in grades PreK-8 And God is able to make all grace abound to you, so that having all sufficiency 

in all things at all times, you may abound in every good work.    2 Corinthians 9:8) 

 Type letters, reports, or memos pertaining to student records as needed   

 Provide copies of student file documents when requested by parents and when requested by schools 
receiving transfer students     

 
Other Responsibilities: 

 Keep all (students, parents, staff) personal and medical information confidential  (Those who guard 
their mouths and their tongues keep themselves from calamity. Proverbs 21:23) 

 Be familiar with emergency protocols      

 Coordinate field trips for teachers, including acquisition of chartered bus transportation and 
confirmation of adequate auto insurance coverage for parents driving on field trips  

 Assist administration in development of master schedule, teacher schedules, student schedules, and 
additional duty schedules, revising these throughout the year when necessary   Have confidence in your 
leaders and submit to their authority, because they keep watch over you as those who must give an 
account. Hebrews 13:17) 

 File back-to-school paperwork; create new student files  

 Administer basic first aid to students, contacting Calvary Chapel Melbourne Security should an illness 
or injury appear to require more than very basic attention  

 Supervise lost and found articles for pick up by students and parents  

 Be willing to adjust work hours to accommodate special schedules or school-related activities as 
requested   Do nothing out of selfish ambition or vain conceit. Rather, in humility value others above 
yourselves… Philippians 2:3) 

 Perform any duties that may be assigned by supervisor (And whatsoever you do, do it heartily, as to the 

Lord, and not unto men. Colossians 3:23) 
 
Skills:  

 High school diploma or a GED equivalent   

 Excellent verbal, written and interpersonal communication skills  

 Demonstrate proficiency in word processing, emailing and Internet  

 Be able to multi-task and have disciplined time-management skills  

 Physical Abilities – Routine physical activities that are required to fulfill job responsibilities  
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 Understand the importance of discernment, discretion, and confidentiality in the operation of the 
school  

 
Other Qualifications: 

 Be a Christian role model in attitude, speech and actions toward others   (And do not be conformed to this 
world, but be transformed by the renewing of your mind, so that you may prove what the will of God is, that 
which is good and acceptable and perfect. Romans 12:2) 

 Actively participate in a local Bible-believing church    (Let us  not giving up meeting together, as some are in 

the habit of doing, but encouraging one another—and all the more as you see the Day approaching.  Hebrews 

10:25)  
 Demonstrate a personal relationship with Jesus through spiritual and moral integrity (If you 

declare with your mouth, “Jesus is Lord,” and believe in your heart that God raised him from the 
dead, you will be saved.  For it is with your heart that you believe and are justified, and it is with your 
mouth that you profess your faith and are saved. Romans 10:9-10) 

 Fruit of the Spirit is consistently displayed in your life (But the fruit of the Spirit is love, joy, 
peace, forbearance, kindness, goodness, faithfulness, gentleness, and self-control. Against such things 
there is no law. Galatians 5:22-23) 

 Be a reflection of God’s love to colleagues and visitors (A new command I give you: Love one 
another. As I have loved you, so you must love one another.  By this everyone will know that you are my 
disciples if you love one another. John 13:34-35) 

 Maintain high standards of ethics, honesty, and integrity in all personal and professional matters (We 
are sure that we have a clear conscience and desire to live honorably in every way. Hebrews 13:18)  

 Servant-heart and optimistic attitude (Do nothing out of selfish ambition or vain conceit. Rather, in 
humility value others above yourselves… Philippians 2:3) 

 Have a conviction that God has called him/her to Christian school ministry      
 Maintain high standards of ethics, honesty and integrity in all personal and professional matters      Do 

your best to present yourself to God as one approved, a worker who does not need to be ashamed and who 
correctly handles the word of truth. 2 Timothy 2:15) 

 Follow the Matthew 18 principle in dealing with conflict 
 
I have read the above job description.  I understand that I am responsible for the requirements as outlined 
above and that the job description in no way implies that the duties listed here are the only ones that I will be 
required to perform.  I will be expected to perform other tasks, duties and training as determined by my 
supervisors. 
 
 
________________________________________               __________________ 
Print Name                                                                                   Date 
 
________________________________________            
Signature             
 
 
________________________________________    
Administrator Authorization 
 
 


