Position: Office Assistant
[bookmark: _GoBack]Reports to: School Administrator
Location: Arlington, TX
Cornerstone Academy exists to win the hearts of children to a lifetime relationship with Christ through a valued educational program. It is the mission of Cornerstone Academy to equip students to thrive spiritually, academically, socially, and physically.
Cornerstone Academy is seeking the position of Office Assistant to oversee day-to-day office tasks of a small private school. This is the perfect job for someone seeking education and managerial experience. 
Responsibilities
· Perform office tasks such as clerical duties, record keeping, and answer phones
· Give tours of the Academy
· Address parent and staff concerns
· Step into classrooms to relieve teachers when needed
· Demonstrate leadership ability and the ability to function as a team member
Required Qualifications
· Experience or training in the Education field
· Some college experience, preferably in education or nonprofit management 
· Associate in Child Development (CDA; Child Development Associates credential)
· Demonstrate a comprehensive knowledge of child growth and development, day care programming, curriculum planning and programming for individual child needs.
· Ability to pass background and FBI fingerprint check
· Prompt and regular attendance
· Friendly and nurturing to parents and children
· Demonstrate a positive and “can do” attitude
Preferred Qualifications
· Ministry experience also a plus

Salary: $20,000 - $25,000, depending on experience
Start Date: Immediate
Work Schedule: Full-time; typical work hours are 8 AM – 5:30 PM, but must be flexible with schedule 
Benefits: Medical, Dental, and Vision insurance; 13 paid days off

Please submit resume and cover letter to academy@cbcarlington.org.  No phone calls or walk-ins please.
