



Receptionist 

PURPOSE  
To provide an academically rigorous educational experience designed to help 
students know, love, and practice that which is true, good, and excellent and to 
prepare them to live purposefully and intelligently in the service of God and man. 

MISSION 
Think with excellence, believe with confidence, live with character. 

 
VISION 
To be a school known for graduates who positively shape culture through their faith 
and intellect. 

MOTTO 
Esse quam videri 

“To be rather than to seem” 

POSITION SUMMARY 
Heritage Preparatory School is seeking a welcoming and professional 
individual to serve as the school’s Receptionist for the 2021 - 2022 academic 
year. The Receptionist is the gatekeeper of the South Campus and the face 
of the school, providing a first impression to the general public. The 
Receptionist will provide a warm, welcoming, and inviting atmosphere for 
students, staff, parents, and visitors. The Receptionist also completes 
administrative tasks as assigned and supports the school’s administration. 

Heritage is a Pre-K through 9th grade classical, Christian school located in 
midtown Atlanta, GA. The primary responsibilities for this position: 

• Answers phone calls in a pleasant, informed manner to provide information 
and create a positive image of the school.  

• Greets all incoming students, families, and guests respectfully and 
professionally.  

• Assists in all aspects of maintaining a professional front office, including but 
not limited to, fielding and directing incoming phone calls to the appropriate 



staff member in a timely, professional manner, filing and copying, and faxing of  
sensitive information.  

• Understands, accepts, and abides by the School’s philosophy and mission  
statement in all his/her school activities. 

• Develops a positive, welcoming, and caring climate in the Front Office. 

• Consistently exhibits high standards of professional conduct.  

• Effectively perform all other duties as assigned.  

• Arrives punctually, be prepared for each school day, and maintains regular  
attendance.  

• Requires basic clerical skills and knowledge of office practices and procedures  
that involve the operation of standard office equipment such as personal 
computer, copier, fax, and associated equipment that can be learned on the job 
within several months.  

• Assists students and others with routine problems and will refer non-routine 
items to appropriate staff.  

• Works with courtesy, tact, and diplomacy in dealing with others, and the ability 
to work cooperatively as part of a team.  

• Able to sit or stand for extended periods  

• Lifts supplies and materials weighing up to 25 pounds.  

• Receives, counts, opens, unpacks, dates, stamps, records, sorts and distributes  
incoming mail, documents, books, materials, and supplies following established  
procedures.  

• Sorts and stamps out-going correspondence, addresses envelopes and 
packages,  
and prepares printed matter and other material for mailing.  

• Receives and refers visitors, takes telephone calls and messages, and provides  
routine information upon request.  

• Able to communicate effectively, orally, and in writing.  

• Able to establish and maintain satisfactory working relationships with other  
employees, children, and the general public.  

• Able to write legibly.  

• Able to honor confidential information.  

• Serves as A/P clerk, operating as the primary conduit through which orders are  
made and processed, working closely with the CFO to ensure proper 
accounting and management of the purchasing process. 

Applicants should submit an employment application which can be found 
on the Heritage website. 

https://heritageprep.org/employment/


Supervisor: Nikia Martin, CFO 
Status: Full-time 
Salary: Commensurate with experience 
Hours of Work: 7:30 a.m.-4:00 p.m. 
Location: Atlanta (Midtown/Ansley/Morningside), 1700 Piedmont Road, Atlanta, 
GA 30324 
Education: Minimum of college diploma 
Experience: Preferred 

PERSONAL CHARACTERISTICS: 
• be a born-again Christian, committed to the Lord, exhibiting a close and 

dynamic daily walk with Jesus Christ.  
• agree with and able to support the school’s Statement of Faith.  
• understand the distinctives of classical Christian education and Heritage  

Preparatory School and be committed to those distinctives.  
• be able to communicate effectively with staff, students, faculty, and parents.  
• have a teachable spirit and be able to take criticism with a willingness to learn 

and grow.  
• be well organized.  
• have excellent interpersonal and communication skills.  
• have excellent computer skills.  
• maintain confidentiality in all school matters.  
• be able to follow through on communications and decisions.  
• have the ability to present a positive image of the school to others and to the 

community. 


