
 

POSITION:  

Front Office Coordinator &  
Administrative Assistant 
 

JOIN OUR TEAM! 
At Charter Arts, creativity and community abound! 
Help us ensure that ALL of our students have access to 
a rigorous and engaging learning environment in a 
creative, inclusive, and collaborative arts high school. 
 
VISION: To develop the next generation of collaborative artists and innovative thinkers who will impact the 

world with their unique vision and voice. 

MISSION: Lehigh Valley Charter High School for the Arts provides a unique environment that fosters a creative, 
academic approach to learning and a development of talent in the arts.  Built upon passion, discipline 
and a commitment to excellence this integrated educational experience inspires all students to believe 
in themselves and what they can accomplish.  

TO APPLY: Submit your cover letter, resume, three letters of recommendation, certification (if applicable), and 
clearances as one PDF document to jobs@charterarts.org by no later than February 19, 2021. 

 
Lehigh Valley Charter High School for the Arts (Charter Arts) is a non-profit 501(c)3 tax-exempt corporation founded in 1998. 
Charter Arts is an Equal Opportunity Employer. We consider applicants for all positions without regard to race, color, religion, 
creed, gender, national origin, age, disability, marital or veteran status, sexual orientation, or any other legally protected status. 
 

 
JOB PURPOSE 
The Front Office Coordinator & Administrative Assistant directly coordinates all front office responsibilities and 
supports the school Administrative team.  Further, this Administrative Assistant will oversee substitute management 
with ESS/Frontline, be responsible for organization and management of the Mail Room, and will ensure the 
implementation of Main Office policies and procedures.  This Front Office Coordinator is an integral role within our 
building and, as such, the employee will participate on the School Safety Team.  Additionally, the Front Office 
Coordinator will be responsible for helping to ensure the smooth operations of the school building, supporting other 
part time employees in the front office as needed, and as further outlined below. 
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Job/Position Specific Requirements: 
● Experience working with databases and data entry 

● Attention to detail required 

● Clear and effective communication with all school stakeholders 

● Collaborative personality and capable of working in a fast paced environment 

● Ability to multi-task is required 

● Flexibility in scheduling in the event additional hours are needed 

● Ability to obtain and sustain school level clearances 

● Strong customer service orientation; an absolute confidentiality and professionalism in appearance, 
attitude, and presentation 

Reporting Relationship(s): Co-Principals and Restorative Practices Coordinator 
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Essential functions of the job may include but are not limited to the following: 
ADMINISTRATIVE TEAM SUPPORT: 

● Direct support person for Co-Principal’s 
● Schedule appointments and maintain calendar for Administrators 
● Manage filing system for Administrators and assist with various projects as they arise 
● Arrange registrations for conferences, meetings, and travel accommodations 
● Manipulate statistical data, data entry, and database management 
● Photocopy and print documents 
● Create documents such as spreadsheets, drafts of letters, etc.  
● Assist in coordination of the graduation program, programs for shows/performances, copy posters, etc. 
● Coordinate mass mailings 
● Prepare and expedite purchase orders 
● Manage communication with parents or various stakeholders as requested 
● Other as needed or requested; ability to be flexible and meet deadlines 

 
HUMAN RESOURCES: 

● Liaison between Charter Arts and ESS/Frontline Absence Management 
● Works to ensure the coordination and placement of all daily and long-term substitutes, as well as 

coordinating internal coverage if no ESS substitutes are available or to maximize the use of daily sub 
coverage as needed 

● Maintain records of employee attendance 
● Generate end of year reports for employees and personnel files 
● Support Act 48/Comply teacher continuing education credits and submission 
● Creation of new CPE Tracker accounts, maintenance and support as necessary 
● Set up and maintain paper and electronic filing systems for records, correspondence, and other material 
● Work in collaboration with other Administrative Assistants to complete work projects and provide faculty 

with professional development/communication on updated office procedures 
● Maintain faculty mailboxes 

 
TECHNOLOGY: 

● Maintain and troubleshoot issues with copiers for faculty, including changing toner in all machines, 
replenishing staples, emptying hole punch containers, etc. 

● Maintain postage machine and ensure sufficient postage on machine 
● Utilize Google Applications for a variety of projects 
● Establish, coordinate, and maintain a Google calendar for flexible space sign-out and events by staff/faculty 
● Oversee Charter Arts schoolwide Google Calendar including holidays, curriculum days, performances, etc. 

to ensure logistical space needs are met 
● Learn to operate new office technologies as they are developed and implemented 
● Create accounts for all new hires in PowerSchool and enter information 
● Enroll students into Project Based Assessments online 

 
MISCELLANEOUS:  

● Enhance the attainment of the school’s mission, vision, expectations, and goals 

● Contact for Christmas City photography throughout the year for various projects 
● Member of the Charter Arts Safety Committee 
● Assist in emergency protocols as outlined in the school safety plan (EOP) 
● Order office supplies administration as well as maintain supplies in mailroom 
● Assist with school projects as assigned  
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CRITERIA FOR SELECTION: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required. 

● BA/BS from an accredited institution and/or related field preferred 
● Advanced knowledge of MS Office and Google Applications; knowledge and implementation 

of relevant technology. 
● Excellent customer service, collaboration, and leadership skills 
● Ability to remain calm in trying circumstances and focus, even during frequent interruptions, in a fast-paced 

environment; flexibility is required 
● Maintain efficient office procedures and a system for keeping track of requested actions and reports 
● Work independently and organize complex clerical tasks simultaneously 
● Meet strict timelines, perform multiple tasks, and work accurately with attention to detail  
● Candidates from diverse backgrounds are welcomed and encouraged to apply 
● Ability to establish and maintain positive, cooperative, and effective working relationships with others 
● Ability to communicate effectively orally and in writing 
● Ability to follow written and verbal directions using correct grammar, sentence structure, and spelling.  

● Ability to interpret, analyze and problem solve both written and verbal communications 

● Perform all other related work delegated or required to accomplish the objectives of the school program 
● Must have and maintain high expectations for self and all students and team members 
● Schedule:  All Charter Arts employees must be willing and able to work outside of regular school hours, 

including nights and weekends, when necessary and/or when outlined by the supervisor, to help support 
the mission and vision of the school.  This position is full time and will require an average of 40-48+ hours 
per week and is a 12 month position with a generous benefits package. 

 

PHYSICAL QUALIFICATIONS: 

This list covers the most significant essential and marginal functions but does not exclude other occasional 
responsibilities and accountabilities, the inclusion of which would be in conformity with the major purpose of this 
job. 

● Ability to operate office/classroom equipment 

● Ability to use computer technology and other technology as appropriate for the specified position 

● Must appropriately handle confidential information; ability to use computers and other AV equipment for 
group meetings, presentations, projectors, and video equipment 

● Physical ability to: Sit 80%; Walk/Stand: 15%; Drive 5%  

● Manual dexterity for repetitive movement of fingers and hands for keyboarding 

● Ability to lift objects of moderate weight from 15 to 30 pounds   

 
Notes: 

This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in 
this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties 
requested by any person authorized to give instructions or assignments. 

 

Since we are hiring for various positions, it may take us some time to review your application materials and begin the interview 
process for the position for which you applied. Once your application is reviewed, you may be contacted for a phone interview. 
Final interview candidates are required to submit up-to-date Act 168, I9, state and federal criminal background checks, and a 
child abuse clearance to be considered for employment at the Lehigh Valley Charter High School for the Arts.  If an applicant is 
unable to provide these documents upon request, the candidate will not be offered a position.  All application materials will be 
saved for a period of up to three years.  
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