Front Desk & Studio Assistant (Art School)

Salary: $23 - $30 /hour DOE

Job Types: Part-time / Full-time

Location: 2381 Ocean Ave, San Francisco, CA 94127

Benefits: Health Insurance, 401K, Paid Sick Leave, Paid Training, Career Growth

Job Responsibilities

e Answer phone calls and respond to text messages, emails, and other parent
inquiries.

e Assist parents with class registration, scheduling, absences, and makeup
classes.

e Provide friendly, patient, and professional customer service while introducing
our art programs.

e Manage student records, including attendance, absences, makeup classes,
and enrollment information.
Monitor class expiration dates and send reminders to families.
Prepare and maintain class schedules.

e Coordinate communication between parents, teachers, and the studio director
to ensure smooth operations.

e Help maintain a positive and organized studio environment by ensuring
families follow studio policies.

e Keep the front desk, display area, classrooms, and studio equipment clean
and organized.
Organize, inventory, restock, and maintain art supplies and teaching materials.
Support teachers before and during classes by preparing materials and
assisting with classroom needs.
Retrieve art supplies and materials from the storage area when needed.
Assist teachers in handling unexpected student situations.
Take photos and videos during classes for documentation and promotional
purposes.
Organize, store, and return students' artwork.
Perform other administrative and studio support duties as assigned.
Assist and support teachers in their classroom needs.



Qualifications

High school diploma or above.

Bilingual in English and Mandarin Chinese (spoken and written) preferred.
1-2 years of experience in art education, education, customer service, or
administrative support preferred.

Background or knowledge in fine arts is a plus.

Friendly, professional appearance and excellent interpersonal skills.
Strong sense of responsibility and punctuality.

Organized, detail-oriented, and able to multitask.

Passionate about working with children and families.

Positive attitude, outgoing personality, and strong communication skills.
Able to quickly learn students' names and build positive relationships with
families.

Adaptable and able to work efficiently in a fast-paced environment.
Proficient with Google Docs, Google Sheets, and Google Drive.

Valid California driver's license preferred.

Must be available to work on weekends (Saturday and Sunday).

Work Authorization

Applicants must be legally authorized to work in the United States.

We welcome candidates with OPT or CPT work authorization. Visa
sponsorship may be considered for qualified candidates, including H-1B or
E-2 Employee visas, depending on eligibility and business needs.
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