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DIRECTORATE
Education Directorate
BRANCH 
School Improvement 
BUSINESS UNIT 
Cranleigh School 
CLASSIFICATION 
Administrative Services Officer 3 
(ASO 3)
POSITION TITLE 
Front Office Receptionist

	
REPORTS TO 
Business Manager 
POSITION NUMBER
P52399
POSITION STATUS 
Temporary 
POSITION HOURS 
Full time 36:75 hours per week 
EFFECTIVE 
July 2026


	The Australian Capital Territory Public Service (ACTPS) is a values-based organisation where all employees are expected to embody the prescribed core values of respect, integrity, collaboration and innovation, as well as demonstrate the related signature behaviors – Values and Signature Behaviour – ACTPS Employment Portal
DIRECTORATE OVERVIEW 
The ACT Education Directorate (the Directorate) delivers high quality education services through government schools, registers non-government schools and administers vocational education and training in the ACT. The Directorate aims to develop and deliver educational services to empower each child and young person in the ACT to learn for life.
BRANCH OVERVIEW 
The School Improvement Branch works closely with schools supporting them to develop sustainable processes that ensure a culture of school improvement and accountability related to their individual context.
SCHOOL OVERVIEW
Cranleigh School is a specialist Primary school catering for students aged 5 to 12 years with moderate to profound intellectual and/or physical disability and complex communication needs. With 87 enrolled students and approximately 78 staff, Cranleigh provides a supportive, inclusive and highly specialized learning environment focused on meeting the diverse needs of every student.
Cranleigh School is seeking a motivated, adaptable and customer-focused Administrative Service Officer Class 3 (ASO3) to join our professional administration team. This is a pivotal role within the school to provide administration support to the principal and leadership team, being the first point of contact for students, families, visitors, therapists and staff, and contributing significantly to the effective day-to-day operation of the school.
Working under the direction of the Business Manager, the successful applicant will deliver high-quality administrative and operational support across a broad range of functions, including preparing correspondence, records management, reception and appointment services, financial and administrative activities, and the coordination of mobile first aid assistance. The role requires the ability to exercise sound judgement, manage competing priorities and maintain confidentiality while providing a caring, responsive and professional service to the school community.
The successful applicant will play an important role in creating a welcoming and positive experience for all members of the school community. They will establish and maintain effective working relationships with students, families, staff, allied health professionals and external stakeholders, demonstrating excellent interpersonal, communication and customer service skills.
To be successful in this role, applicants will have demonstrated experience in administrative support within a busy environment, well-developed organisational skills, and proficiency in the use of school-based information systems and digital platforms. The ability to work collaboratively as part of a team, while also managing tasks independently and meeting deadlines, is essential.
This is a full-time position, operating five days per week. Due to the operational requirements of the school, the successful applicant will be required to work during school holiday periods.
This position offers a rewarding opportunity to contribute to a specialist educational setting where high-quality administrative support plays a critical role in enabling positive outcomes for students, families and staff.



POSITION OVERVEW 
	 Cranleigh School is seeking an enthusiastic and professional individual with strong interpersonal and time management skills to join our front office administration team. The successful applicant will work closely with the leadership team, providing high‑quality front‑of‑house services and administrative support to students, families, staff, visitors and external clients. Working under general direction, the role supports the smooth operation of appointments, site logistics, communication, and daily administrative processes.
In a fast paced and sometimes unpredictable environment, this position requires strong customer service skills, the ability to work in a fast‑paced environment, and a positive, proactive approach to supporting Cranleigh School programs and operations.
For further information, please contact the school prior to submitting your application.

DIVERSITY STATEMENT 
The ACT Public Service is committed to building a culturally diverse workforce and an inclusive workplace. As part of this commitment, we strongly encourage people from an Aboriginal or Torres Strait Islander background, those who identify as LGBTIQ, and people with disability to apply.


WHAT YOU WILL DO 
[bookmark: _Hlk232682836]As an active member of the Cranleigh School Team, the Front Officer Receptionist contributes to the effective operation of the school’s front office, appointment and booking processes, and administrative systems.

Front Office role 
Under general direction some of the main areas of duties but not limited to:

· Provide high-level administrative and operational support to the Principal and Leadership Team, ensuring the efficient delivery of school business functions and priorities.
· Act as the first point of contact for students, families, staff, visitors, therapists and other stakeholders, delivering professional, responsive and customer-focused service in person, by telephone and through shared email accounts.
· Coordinate and manage therapists’ appointment and inductions, whilst ensuring collation and lodgement of required documents in collaboration with the Allied Health Executive. 
· Prepare and manage correspondence, reports, records and documentation, applying relevant legislation, policies, procedures and Directorate guidelines to support informed decision-making and compliance requirements.
· Utilise a range of ICT systems and databases, including Microsoft Office Suite, Outlook, Sentral, Google Workspace and other business systems, to support school operations and maintain accurate records.
· Coordinate reception and front office functions, including managing visitor sign-in processes, responding to telephone and email enquiries, scheduling appointments, and providing general administrative assistance.
· Contribute to planning, continuous improvement initiatives and business processes that support school priorities and organisational outcomes.
· Support student wellbeing and attendance processes, including monitoring daily attendance, communicating unexplained absences to families and maintaining accurate attendance records.
· Coordinate administrative requirements for excursions, events, programs and school activities, ensuring documentation and approvals are completed in accordance with relevant procedures.
· Assist with student transitions and provide support for student engagement and supervision activities, including playground duties and personal care support where required.
· Administer and maintain student medical and first aid information, provide mobile first aid assistance as required, and ensure records are current and compliant.
· Monitor and operate school communication systems, including radios, telephones and related technologies, responding to requests and relaying information to staff in a timely manner.
· Promote and maintain a safe, inclusive and respectful workplace by complying with Workplace Health and Safety (WHS) requirements, identifying risks and implementing appropriate mitigation strategies.
· Build and maintain collaborative working relationships with staff, students, families and stakeholders to support a positive school culture and effective service delivery.
· Undertake other duties appropriate to the classification level and business needs as directed by the principal or delegate.
· Model ACTPS values and contribute to a respectful, inclusive and collaborative workplace.


Business Improvement
· Contribute to improving administrative processes, customer service practices
· Exercise initiative to suggest practical improvements that enhance service delivery and operational efficiency.

WHAT YOU REQUIRE

	Professional / Technical Skills and Knowledge 
1. Demonstrated strong interpersonal skills, communicate effectively, liaise with staff, parents, careers, students, community members and directorate personnel and other persons providing services to the school.

	2. Proven organizational skills including the ability to work effectively in a busy situation in a team environment and independently. Develop local procedures and set priorities and meet deadlines.

	3. Proven ability to effectively manage time, priorities work tasks and meet deadlines in a high-pressure environment. Proven recent knowledge with information technologies, especially Sentral, Outlook, Microsoft Word, Microsoft Excel and other Google products including Google Drive

	4. Manage the day-to-day operations and administration associated with students’ attendance, enrolments (SAS), reports in accordance with relevant legislation/policies.

	5. Ability to apply equity and diversity, workplace health and safety, and participative management principles and practices in the workplace.


Compliance Requirements / Qualifications 
1. Current ACT Working with Vulnerable People (WWVP) Registration
2. Current First Aid Certificate

	Highly desirable 
Recent working knowledge of:-
· Microsoft Office
·  Outlook
· Excel
· Google Docs Workspaces
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