
 

Job Description: School Receptionist 
 

Start Date: August 3, 2026 

Founded in 1967, Gaston Day School is a nonsectarian, college-preparatory school for 
grades Preschool through 12 with approximately 500 students and 65 full and part-time 
faculty. Gaston Day seeks to hire administrators, teachers, and staff committed to a school 
environment that is academically challenging, honors excellence in teaching and learning, 
respects differences, and expects honesty. 
 
Job Summary 
Gaston Day School is seeking a highly organized and outgoing School Receptionist to provide 
essential support to the school. This is a part-time position with a half-day assignment. As the 
primary point of contact, the School Receptionist will be responsible for providing customer 
service to parents, students, vendors, and visitors. This dynamic individual plays a crucial role in 
ensuring the school's smooth daily operations. The ideal candidate is dependable and 
energetic, thrives in a customer service-focused environment, and inspires others with their 
optimism, flexibility, teamwork, creativity, and a "can-do" attitude. 

 
Responsibilities 

●​ Provide 'first-line' support to parents, students, vendors, and visitors, addressing a wide 
range of issues via phone, email, and in person. 

●​ Monitor school cameras to respond promptly to opening gates and door access. 
●​ Ensure accuracy in daily attendance records and support the setup of attendance 

systems and training for new faculty. 
●​ Provide attendance reporting in various formats for different purposes and communicate 

with students and families regarding attendance matters. 
●​ Maintain student records. 
●​ Manage staff and student badges. 
●​ Maintain a neat and welcoming reception area. 
●​ Handle the distribution of mail and deliveries efficiently. 
●​ Perform other duties as assigned. 



 
Qualifications 

●​ Minimum of 1 year of professional experience in a similar role. 
●​ Excellent writing and oral communication skills. 
●​ Strong ability to meet deadlines, multitask, and work well under pressure. 
●​ Superb organizational skills and attention to detail. 
●​ Interpersonal skills and a commitment to excellent customer service. 
●​ Competency in Microsoft and Google platforms, as well as experience with database 

utilization and analysis. 
●​ Experience in using a multi-line phone system. 
●​ Demonstrated examples of versatility, resourcefulness, innovation, and problem-solving 

skills. 

 
Reporting 
This position will report directly to the Executive Assistant to the Head of School. 

Contact 

Please send your resume and cover letter to Rebekah Bing, Executive Assistant to the Head of 
School at rbing@gastonday.org 

 

Gaston Day School is committed to the principles of diversity. In that spirit, Gaston Day 
School does not discriminate in violation of the law on the basis of race, religion, creed, color, 
gender, sexual orientation, age, physical challenge, national origin, or any other characteristic. 
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