Front Desk Administrative Assistant

Salary: $38,000.00 - $48,000.00 per year

Job Types:

Part-time: 2 positions
Full-time: 1 position

Job Responsibilities:

Answering phone calls, handling leave, and makeup class messages.
Welcoming parents with patience and warmth, introducing courses, and
addressing inquiries.

Sending and receiving text messages and emails.

Coordinating leave and makeup class arrangements.

Reminding and notifying stakeholders of course deadlines.

Assisting in scheduling course timetables.

Managing student attendance records, including leave and makeup classes.
Handling student registration and admission procedures.

Maintaining effective communication with teachers, parents, and
management.

Assisting in maintaining school order and ensuring parental compliance with
all regulations.

Keeping the front desk clean and tidy.

Designing and maintaining the display area.

Overall cleaning and maintenance of classrooms.

Cleaning and maintaining equipment and materials.

Inventory management and replenishment of art supplies.

Assisting in the maintenance and inventory of work equipment and
environment.

Aiding teachers in retrieving materials from the warehouse.

Assisting teachers in handling unexpected student situations.

Helping with documenting teaching situations through photography and
recording.

Handling the collection and return of student artworks.

Assisting and supporting teachers in their classroom needs.

Job Requirements:

High school diploma or above.



e Available to work on weekends, with 1-2 years of relevant experience in art
education.

Background in art knowledge is preferred.

Good appearance, a sense of responsibility, and punctuality.

Ability to remember the names of each student.

Clear logical thinking.

Enthusiastic and proactive attitude towards work.

Proficient in both spoken Chinese and English, with effective communication
skills.

Outgoing personality enjoys interacting with people.

Strong adaptability.

Proficient in using Google Docs, Sheets, and Drive.

Possession of a California driver's license.

Identity Category:

e Must have legal work status; assistance available for OPT or CPT
applications.

Contact Us: (415)539-6396, or ccartsandcraftsstudio@gmail.com
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